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PCS Claim — Member Travel Only

This guide provides procedures for entering a PCS claim in TPAX when
just the member is traveling.

Use the Member Travel Only guide to complete a basic claim. Click on the
various links on the next page for additional details for your specific
scenario.

It is important to upload ALL supporting documentation to the PCS
claim/settlement. All documents should be scanned into a single PDF file.
PPC can’t open anything other than a PDF. Some of the required items
include the following:

e Signed PCS Orders

e Lodging Receipts with proof of payment (for TLE reimbursement)

e Airfare/AdTrav Fee Receipts

¢ Alaska Marine Highway Itinerary (mandatory if taking the ferry)

e Receipts for all items over $75

Remember that the maximum TPAX will pay for a PCS claim is
equivalent to the fastest driving route from the old Permanent Duty Station
(PDS) to the new PDS. You can take any route or method of
transportation, but keep in mind that is the maximum amount payable.

The Coast Guard Finance Center (FINCEN) processes the following:
e Personally Procured Moves (PPM)

e Privately Owned Vehicle (POV) Shipment

e POV Storage

e Temporary Lodging Allowance (TLA) Claims

Do NOT send these items to PPC. They will be returned and you will only
prolong payment.

If any part of your PCS travel involves flying, ALWAYS pick TP-
Government Procured Plane vice CP — Commercial Plane to ensure the
system will pay out correctly.

Continued on next page



Overview, Continued

Travel Time This chart determines how many travel days are authorized based on miles
Chart driven.

. . Number of Travel
Number of Miles Driven Days Authorized
400 or less 1
401-750 2
751-1100 3
1101-1450 4
1451-1800 5
1801-2150 6
2151-2500 7
2501-2850 8
2851-3200 9
3201-3550 10
3551-3900 11
3901-4250 12
4251-4600 13
4601-4950 14
Contents
Topic See Page
Member Travel Only 3
Circuitous/Indirect Travel 35
Flying — CONUS to CONUS 39
Flying — CONUS to OCONUS 43
Flying — OCONUS to OCONUS 46
Flying — OCONUS to CONUS 47
Home to 1st PDS (Cadets) or Direct Commission 48
Mixed Mode — Alaska Ferry (1 POV) 51
Mixed Mode — Drive/Fly to Ship 54
Mixed Mode — Fly/Drive to PDS (CONUS to 59
CONUS)
Mixed Mode — PCS to a Ship (Chasing the Boat — 66
Old PDS to New PDS Ship Underway)
Mixed Mode — PCS to a Ship (Chasing the Boat — 73
Old PDS Underway to Homeport to New PDS
Underway)
PCS — Boot Camp to “A” School 82
PCS — Separation/Retirement 87
PCS with TDY Enroute (TEMDU) 88
Travel Time Less Than Authorized 96




Member Travel Only

Introduction This guide provides the procedures for a member traveling alone. Use this
guide to complete a basic claim. Click on the various links on the
overview page for additional details for your specific scenario.

This example shows a member without dependents traveling via a
privately owned vehicle from one CONUS Permanent Duty Station (PDS)
to the next CONUS Permanent Duty Station (PDS).

Procedures See below.
Step Action
1 Once logged into TPAX, click Create New.
cons, sor T-PAX Inbox View:
[Reservations] [Regulations] [Currency]

|TON0|Type of Request|3[art Daie|En|:I Dale‘{)alegnry | Created By|AutI1 0ﬁicia||Sialus‘ Status Date|0rigin|ArriveAl‘ Request ID‘Amuunl

—
2 Click Settlement Request.
COASTIE, J0DY T-PAX Inbox
[Reservations] [Regulations]

Profile and History » | Creale New s  Tools» Help»
Authorization Request

Type Settliement Regquest

Advance Request

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
3 Enter the Travel Order Number (TONO) from the Direct Access (DA) PCS
Orders, then click OK.
COASTIE, JoDY Travel Order Selection View:  Traveler
Settlement

TONC: [1217G96PRA4YV000
Order Number Category | StariDate | End Date w“"gh'fmd Date Obl.
Select an existing order or enter a new order oK cancel Hel
number with which you wish to work and then =
click the OK button

Select your Grade/Rank from the drop-down. Select PCS from the Type of
Order drop-down.

COASTIE, JOOY Travel Order - Troveler
" GradeRank " Orer Mumbar(s) e stone
= P - Hommal |
1217GA6PRAS /D00 Do Typa 13
- myuaticosl
PGS
Local

Continued on next page



Membe

r Travel Only, Continued

Procedures,
continued
Step Action
5 Select the Type of PCS option that best describes the type of PCS involved

with this travel order.
COASTIE, JODY Travel Order

View: Traveler|

* Type of Order:

* Grade/Rank: " Order Number(s) Fes
~

E4 ~ 1217GSEPRA4YVDDD

Description  What's Authorized  Dependents  Remarks

- TypeotpCS Sotontosoton |
Honorable GT 90 % Separation .| " i
Dishonorabie or LT 50 Separation’s I ssue Dete 18
Retirement/Fleet Reserve *

Change ot e Pon e R —

Home to First Duty Station

" it In Training Travel
Issuing Organization
ng Org Boot Camp to 'A' School ]

Paying Organization 7947400 | * Report Date |:| B

Trip Name:

Group Travel O
Funds [Coast Guard v]
" Origin [Click to enter Location from which travel will commence]
* Destination [Click To enter new Permanent Duty Station Location |
Next ’ Save ‘ | Cancel | | Help I

Enter a Trip Name. Select the Origin link to enter the location from which
travel will begin.

COASTIE, JODY Travel Order NI RS

* Type of Order:

* Grade/Rank: " Order Numberis):
| PCS v

E4 v 1217GEEPRA4YVD0D

Description  What's Authorized  Dependents  Remarks

* Type of PCS [ Station to Station v

Trip Name: J2017 PCS 1 i
Deteen Dste =

Issuing Organization [7847400 ]
Paying Organization [7947400 ] * Report Date 1 B
Group Travel O
Funds [ Coast Guard v

" Origin Eick to enter Location from which travel will commencﬂ

" Destination [Click To enter new Permanent Duly Station Location |

Next | | Save | | Cancel | | Help |

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
7 When inputting locations, first type in the State and click tab. In the Zip
Code/City, type in the Zip Code of the old PDS (located on the orders) to find
the right location and it will fill out the county/locality for you. If the zip code
does not display correctly, use the drop-down to select the correct one, then
click Accept.
e —* )
Origin - Location of Old Duty Station
COUmr}" [ Stater  coows oo Zip Code [ City:
KS KANSAS || 66523 Topeka, Shawnes
[Ks KaNSAS v BE6E3 Topeka, Shawnes v
County / Locality:
[ TOPEKA f SHAWNEE |
| v]
Accept Cancel
8 Select the Destination link to enter the new Permanent Duty Station Location.
COASTIE, JODY Travel Order View: I rEveia
* Grade/Rank: * Order Number(s): " Type of Order.
= v]  [1217GeePRAZYVI0D [Pes >
Description  ‘What's Authorized  Dependents  Remarks
* Type of PCS [Station to Station v]
Trip Name: [017PCS | " lssue Date :]—Q
- Dtach Date /™
Issuing Organization |?9474DO |
Paying Organization (7947400 | " Report Doko @
Group Travel O
Funds | Coast Guard v]
" Origin [EEEE3 Topeka, Ko, oh ]
" Destination
Next ‘ Save | ‘ Cancel | | Help |

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
9 When inputting locations, first type in the State and click tab. In the Zip

Code/City, type in the Zip Code of the new PDS (located on the orders) to
find the right location and it will fill out the county/locality for you. If the zip
code does not display correctly, use the drop-down to select the correct one,
then click Accept.

_ﬁ

Desfination - Location of New Duty Station

Country / State. soows cows Zip Code { City:

YA VIRGINIA || 23704 Porismouth, Portsmouth

[vavIRGINA ~| 23704 Portsmouth, Portsmouth v
County / Locality:

[PORTSMOUTH (INDEP CITY) |

I v

Accept Cancel

10

Next you will input the Issue Date of the orders, the Depart (Detach) Date
and the Report Date in accordance with the orders. Click Next.

COASTIE, JODY Travel Order M3 LSl
* GradeRank: " Order Number(s): ’ ;‘:3"; of Order:
E4 v 1217GI6PRASYVOD0 ‘ hd

Description  What's Authorized  Dependents  Remarks

* Type of PCS [Station to Station v]
Trip Name: |2[J17 PCS | * Issue Dete “‘é]
" Detach Date __;]
Issuing Organization |79474DO |
Paying Organization [7847400 | * Report Date oizazorr
Group Travel O
Funds [ Coast Guard v
* Origin 5253 Topeka, K. oh |
" Destination (3704 Portsmouth, VA, Porismouth ]
= = [ ]

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
11 The What’s Authorized tab will display. Complete the fields using your orders

from Direct Access and the chart below, then click Next.

COASTIE, JODY Travel Order Views Travelet
* Grade/Rank " Order Number(s) * Type of Order:
E4 v 1217GS6PRA4YVDDO RS A
Description | What's i Dependents
O Ship POV MTe O Emergency TLE
OLA Without Dependents Procesd Time D Separate COT Travel
Household Goods MNone ~|
| Back ‘ I Next I ‘ Save Cancel ‘ | Help ‘
Field Description
Ship POV Only used when transferring OCONUS
TLE Check if authorized Temporary Lodging Expense
Emergency TLE Rarely used. This is when a member can’t obtain

housing/quarters within 10 days of reporting. It
must be approved by CG-1332.

DLA Select the appropriate option for Dislocation
Allowance. Options are None, With Dependents
and Without Dependents.

Proceed Time

Check if authorized.

Separate COT Travel | Only used for Separate Consecutive Overseas Tour
Travel claims.

Household Goods This is not used at this time. Leave at default.

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step

Action

12

If you have dependents that are traveling on this TONO you must enter them
in at this time. To do so, click the Get Dependents button. This will
automatically input any/all dependents that have been input into the system
previously. If your dependents do not populate, you will need to input them
yourself by clicking Add. Ensure your spouse is listed as spouse, not
dependent. If you have no dependents or your dependents are not traveling
with you at this time, click Next.

COASTIE JODY Travel Order

View: Traveler

" Grade/Rank * Order Number(s) % Typeof Oelon
PCS v

E4 v 1217G96PRA4YV000

Description ~ What's Authorized = Dependents  Remarks

Name of Dependent | Relationship to MemberEmployee |  Bith/Mamiage Date | | |

IGetDependents | | Add |

[ Back | Next | Save l | Cancel | I Help |

13

Input any necessary Remarks that require further explanation. Then click

Save.
View:  Travew|
COASTIE, JODY Travel Order
" GraceRack " Oeder Number(s) " Type of Oeder
E4 v 1217GS6PRASYVO0D s Y.

Descrigion What's Authorced  Depencents  Remarks

Order Remarks

THIS IS THE TRAVEL ORDER INFORMATION. THIS INFORMATION
MUST BE TAKEN FROM THE PCS ORDERS AND INPUT INTO THE
TONO INFORMATION THE FIRST TIME THE TONO IS ENTERED
INTO TPAX. THIS DOES NOT CONSTITUTE AN AUTHORIZATION
JOR A SIGNED SET OF ORDERS

[ ] [ (e[|

Continued on next page



Member Travel Only, continued

Procedures,
continued

Step Action

14 Before moving forward, you must know how to compute the effective date of
the orders. The formula for effective date of orders is:
Report date — (# of days of travel) + 1.
Using the example below, 01/23/2017 — (4) +1, 1/23/17 -4 =1/19/17 + 1 =
1/20/17, the effective date of orders is 1/20/17.

Travel Itinerarv and Authorized Absences:

Date Tvpe Dutv/Leave Days
01/01/2017 Depart Duty

01/02/2017 Leave INCONUS 14
01/16/2017 Proceed Time 4
01/20/2017 Travel Time 4
01/23/2017 Report Duty

The effective date of orders is input on the Entitlements tab when processing
the PCS travel claim. It is important that the effective date of orders is correct
so that if there is a promotion in between the depart date and the report date,
that the DLA will be paid at the correct rank. Additionally, only dependents
acquired before the effective date of orders can be paid.

Since this member actually traveled from January 20" through the 23, TLE
CANNOT be entered for those dates. If TLE is entered for those dates, they
will NOT be paid.

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action

15 The first tab of the Settlement Request will display. Enter the member’s new
home address at their new PDS (if known). If they don’t have one (waiting
for housing), they can temporarily enter their PDS address, but it must be
documented in the remarks. Then click Next.

COASTIE, JODY

View: Traveler
TONO: 1217G96PRA4YV000 setuement ReqHESt
Type of order: | PCS | Coveredfrom: [_1AR0IT | to: [_1/232017 |
Type of Settlement  Partial Vv Type of Partial: ' Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- [1234 M4 COASTIE BLVD

Address 2:

* City: [CHESAPEAKE

*Country/State: |VAVIRGINIA hd

’ Zip: 222 |

Next |Managelmages| [ Receipts || SAVE || Cancel H Help ‘

16 Any Advances entered would display here. Click Next.

COASTIE, JODY

View: Traveler
TONO: 1217G36PRA4YV000 setﬂement ReqUESt
Type of order: | PCS | Covered from: 112017 to: 112312017
Type of Settlement | Partial “ | Type of Partial: |Nota Partial v
Remit To T fi Entitl its ‘Comg Financial Remarks
Locked Date
‘ Back |I Next ‘ Manage Images ‘

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
17 Enter the Effective Date of Orders that you calculated previously. Leave the
default as Enroute PCS Travel, then click Add This Entitlement.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YVO0D Setﬂen'lerlt ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Pariial V| Type of Partial:  Nota Partial v
Remit To Tranzactions Entitlements C ons Fi ial Remarks
Travel Not Performed: [] Effective Date:
| Enroute PCS Travel ' | <= Add This Entitlement
‘ Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘
18 In order to get paid MALT (monetary allowance in lieu of transportation),

check the Owner Operator of POV box. If not claiming MALT, click the No
MALT box. Enter the Number of cars authorized on the orders and select

who will be paid. Click Next.
View: Traveler
et s Enroute PCS Travel
TONO: [ T217GIsPRAGYVO0D ] Proceed Date: 1172017
Number of Days: 23
Type of order: | PCS ] End Date: 1232017
What's Authorized Itinerary Reimbursables
M Owner operator of POV CINe Number of cars authorized [T |
MALT

Who Being Paid
JODY (Member)

=] =

(o =]

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
19 Select Greater than or equal to 24 hours from the Duration of Travel drop-

down.

View:  Traveler

S Enroute PCS Travel

TONO: [ 1217GS6PRAAYVD00 ] Proceed Date: [112017

Number of Days: 23
Type of order: | PCS | End Date: 1232017

What's Authorized Itinerary Reimbursables
Duration of travel: LU RENEIEE

Greater than or egual to 24 hours

Trans Duty Local? Embark? Who Else Traveling

[”“’Hmlm‘m'“lmlmwlml AE% Lodging Taxes Miles
‘ Back H Next | l Accept Changes “ Cancel “ Help ‘

20

The Itinerary page will display. The Departure Date must be the departing
date on the orders. The Departure Location will auto populate. Leave the

Method of Transportation as PA — Private Auto. Do not touch the Duty

Day boxes. Update the Arrival Date to reflect the date you reported to the

new PDS location. This MUST match the actual report date in DA.

COASTIE, JODY z View:  Traveler
TONO: 1217GI6PRA4YVO00 Itinerary
Trans Duty Local? Embark? Who Else Traveling
||L“'"""|Rmon|my|'°"|m|w‘|m AE% Lodging Taxes Miles ||
Departure Dale Departure Location (click to edit) Method of Reimbursement: Deily Ldg Cost
- [F5683 Topeka, KS. Shawnee ] [is Local | LDP - Lodging Pius v] [ 0 |
01012017 |z
Method of T rtati
e [1s Embark Lodging Tax
W outy Day PA - Private Auto v
Lodging Type:
Amival Location (click to edit) | €Q - Comm'l Qtrs Incidental Expense Full v
4 [Click to enter arrival location. |
01/0172017 j‘l Reason for Stop:
AD - Authorized Delay M Meals Type:
[J puty Day [CM - Commercial Mesls <] || mites
[ o |
Accept Leg ‘ l Cancel Changes

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
21 Click the Arrival Location link to enter the new PDS.
COASTIE, JODY 2 View:  Traveler
ITONO: 1217G96PRA4YV000 m"era'y
Trans Duty Local? Embark? ‘Who Else T
e | [ oomon [ diomn | By [ @] sewen | oo | TR [ e Voo Teer s | |
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date
----- 3 T . KS, S -
= [BBG53 Topeka, KS, Shawnee ] || Cis Local [LOP - Lodging Pius YT e ]
Method of Transportation: D Is Embark Lordging Tax
PA - Private Aut s
Mowypay | rivate Auto J Lodging Type: 0
Aurival Localion fclick 1o edit [cQ - Commil Qtrs Incidental Expense Full_ v
012372017 ] 5] Reason for Stop:
_ [AD - Authorized Delay M Meals Type:
[J puty Day [CM - Commercial Meals <] || mites
[ o |
‘ Accept Leg ‘ ‘Caneelchangn |

22

When inputting locations, first type in the State and click tab. In the Zip
Code/City, type in the Zip Code of the new PDS (located on the orders) to
find the right location and it will fill out the county/locality for you. If the zip
code does not display correctly, use the drop-down to select the correct one,
then click Accept.

Desfination - Location of New Duty Station

_ﬁ

Country / State. soows cows Zip Code { City:

A VIRGINLA 1 23704 Portamouth, Portsmouth

[ VA VIRGINIA v] 23704 Portsmouth, Portsmouth v
County / Locality:

[PORTSMOUTH (INDEP CITY) |

I v]

Accept

Cancel

Continued on next page



Member Travel Only, Continued

Procedures,

continued

Step

Action

23

Select the Reason for Stop. If this is your final destination, click MC -
Mission Complete.

ICOASTIE, JODY
[TONO: 1217G96PRA4YV000

Itinerary

View:

Traveler

Trans | Duty Local? Embark?
ove | [ oo | e [ Sy [ o0 | i [ tomma | S |

Who Else Traveling

AE% Lodging Taxes

Departure Date
01/01/2017

3

] outy Day

Departure Location (click to edit)
[F5653 Topeka, KS. Shawnee ]
Method of Transportation:
[PA - Private Auto

v]

Arrival Date:
oo

[ outy Day

Arrival Location (click to edit)

3704 Portsmouth. VA, Portsmouth
Reason for Stop:

AD - Authorized Dela

AT - Awaiting Transportation
CT-COT Leave

DL - Designated Location

DP - Drop Off Passengers

[is Locat

[[J1s Embark

Method of Reimbursement:

[LDP - Lodging Pius v

Lodging Type:
[CO - Comm'l Qtrs Incidental Expense Full

v]

Meals Type:
[em-c

ial Meals

Miles:

1224

DV - Drop Off Vehicle at Vehicle Port
- Enroute Stop Over

- Change of Home Port

V- Leave

MC - Missi

- Mission Complete
- Non-taxable TDY

Accept Leg | | Cancel Changes |

- Pick Up Passengers
PV - Pick Up Vehicle at VVehicle Port
-Te

mporary Duty
WB - Waiting to Board Ship

24

Notice the number of miles will display here. This will determine the MALT
ou receive as well as the number of days of per diem. Click Accept Leg.

COASTIE, JODY

View:  Traveler
TONO: 1217G96PRA4YV000 Iﬂ nerary
Date Location Trans Duty Local? Lodging Embark? ‘Who Else Traveling
o Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
i - |[$5653 Topeka, KS. Shawnee ] [is Local v 0
01/01/2017 |58 )
ozhiod ,D” ation: [is Embark Lodging Tax:
Mowypay  [PA-Private Auto v g
Lodging Type:
Ammival Location (Click 10 eaf) =
Arrival Date: [23704 Portsmouth, VA, Portsmouth
01232017 S Reason for Stop:
[MC - Mission Complete v Meals Type:
I puty Day M - Commercial Meals + | | [ Miles:
1224

I Accept Leg I | Cancel Changes l

Continued

on next page




Member Travel Only, Continued

Procedures,
continued
Step Action
25 Edit the information if needed. Once finished, click Accept Changes.
COASTIE, JODY. View:  Traveler
TONO: 1217GI6PRA4YV000 Itinerary
T Duty Local? Embark?| Who Else Traveling
Date Location Reason| Day | ' |Method|'%%™ | Meais | AE% Lodging Taxes  Miles
66633 Topeka, KS, Shawnee v .
rot7 |pep| %% v P E
123001 | AR 23704 Potsmouth, VA, e NLG o J[Como ] [om0_][22a] insers |0
I Accept Changes I ‘ Cancel Changes | | Help
26 Click Next.
View:  Traveler
COASTHE, JOOY Enroute PCS Travel
TONO: [ 1217GS6PRAGYVO00 ] Proceed Date: [H3917
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized ttinerary c inerary i ables
Duration of travel: |Greater than or equal to 24 hours v|
Trans Local? Embark? Who Else Traveli
Date Location Reason %u'? IDL | pethod | L099ING | “piealg AE% Lodging Taxes' Miles
Topeka, KANSAS 7
112017 | DEP PA
1230017 | ARR | 23707 Portsmouth | g NLG e e e |
l Back |I Next I |Excepﬁons Occasionals l Accept Changes H Cancel H Help ‘

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action
27 The Constructed Itinerary tab is only used when calculating the cost of a
Government Transportation Request (GTR). Click Next.

View:  Traveler

COASTEE, JODY: Enroute PCS Travel
TONO: [ 1217G96PRAAYV000 | Proceed Date: [1/1/2017
Number of Days: 23
Type of order: | PCS ] End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel [Grealer than or equal to 24 hours V|

Depart Date | Arrive Date To Location Auth. Miles
1172017 1/23/2017 | 23704 Portsmouth, VIRGINIA 1224
| Back |I Next I | Excepti || O i | I Accept Changes ‘ Cancel || Help |

28 Click Add/Edit Trip Expenses to add any reimbursable expenses.

View: Traveler|
COASTIE JODX Enroute PCS Travel
. 7
TONO: [ 1217GO6PRAAYVO00 ] Proceed Date: |1/1/201
Number of Days: 23
Type of order: | PCS | End Date: 12322017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
Add / Edit Trip Expenses
|E i ||l‘ ional: | | Accept Changes | Cancel || Help |

Common reimbursable expenses for PCS include:

Some Airfare, SATO (booking agent) fees, baggage fees, incidental expenses
for A School, Tolls for roads, Visa Green Card & photo fees and pet
guarantine fees.

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Action

Step

Select the Reimbursable Expense from the drop-down, enter the amount

Accept Changes.

29

Claimed, ALWAYS leave the IBOP as United States and click Accept
EXpense.

COASTIE, JODY T View: Traveler

SR Reimbursable Expenses

Date Expense Description Claimed IBOP
[01/01/2017 | [TOLLS FOR ROADS-BRIDGES-TUNNELS-FE| [ 300} UNITED STATES
| TOLLS FOR ROADS-BRIDGES-TUNNEL V| UNITED STATES Vv
Accept Expense Cancel Changes
:::saiarlf'layr:irfare paid by a member’s travel card. If paid by Government Account, do not enter Help
30 Add any additional expenses by clicking Add Expense. When finished, click

COASTIE, JODY
TONO: 1217GI6PRA4YVO0D

View: Traveler

Reimbursable Expenses

Date Description Claimed
- TOLLS FOR ROADS-BRIDGES- i
112017 TUNMELS-FERRY 3.00 Edit Delete
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter =
the airfare I Add Expense
Accept Changes Cancel Changes Help

Continued on next page




Member Travel Only, Continued

Procedures,
continued
Step Action
31 Click Accept Changes.
View: Traveler
COANE, Jot Enroute PCS Travel
TONO: [ 1217GO6PRAGYVO00 | Proceed Date: |1/172017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
11122017 TOLLS FOR ROADS-BRIDGES-TUNNELS-FERRY 3.00
Add / Edit Trip Expenses
Back Excep O ional Accept Changes Cancel Help
32 Click Calcs to see the breakdown of daily expenses.
COASTIE, Joov Settlement Request View: — Traveler

TONO: 1217G96PRA4YV0O0O0

Type of order: | PCS | Covered from: 11112017 to: 1/23/2017
Type of Settlement | Partial ~ | Type of Partial: Nota Partial v
Remit To Tranzactions Entrllerrierlt51 Computations Financial Remarks

Travel Mot Performed

Effective Date: |1/202017

Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 12714232017 ‘alidated Data Deletel Cales | Comp
TLE v | <= Add This Entitlement |
‘ Back H Mext | ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action

33 This shows the correct number of days of per diem that you are receiving.
TPAX does not reflect the correct travel dates due to a programming error.
This member is actually entitled to per diem from 1/20-1/23. Click Done.

ol i View: Traveler
TONO: 1217GISPRA4YV000 Daily Expenses

Date | D2 | LG | M&IE| ol b ) g | Bresk | Lunch | Dinner | Incat| MBIE | Total | Lodging

Type | Rate| Rate Taxable

09| FP 00D | 14200 | 0.0D
01/20| FP D00 | 14200 | 00D
0ir21| FP DOD | 14200 | 0.0D
0122 FP D00 | 14200 | 00D

Total | 568.00 | 0.00

34 If authorized DLA, select DLA from the drop-down and click Add This
Entitlement.

COASTIE, JODY View: Traveler
TONO: 1217GIEPRA4YVIO0D Setﬂement ReqUESt
Type of order: | PCS | Covered from: 112017 to: 1/23/2017
Type of Settlement | Partial | Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |1/20/2017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel VMR20 71232017 “alidated Data Delete | Calcs | Comp
DLA v | | <= AddThis Entitiement
‘ Back ‘ ‘ Next ‘ | Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action
35 Check the box if DLA with dependents is authorized AND your dependents

relocated with you at the same time. Otherwise, click Accept.

COASTIE, JODY . . View: Traveler
TONO: 1217GIEPRA4YVO00 Dislocation Allowance

DLA with dependents is authorized. Check this box if dependents were moved at this time [

Accept Cancel Help

36 If authorized TLE, select TLE, then click Add this Entitlement.

COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO00 Settlement ReqUESt
Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Partial “ Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |1/20:2017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM2017-1/232017 Validated Data Delete | Cales | Comp
Edit| DLA(without Dependents) 120204 7162002017 Validated Data Delete | Cales | Comp
|TLE v | | <=Add Tis Entitlement
‘ Back ‘ ‘ Next | ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE | ‘ ‘Cancel ‘ ‘ Help ‘

Continued on next page



Member Travel Only, continued

Procedures,
continued
Step Action
37 Click Add TLE Day.
COASTIE, JODY TLE Expenses View: Traveler

TONO: 1217GI6PRA4YVO00

Date Location | Who's being paid | Lodging [ ]
Previous Mext
| Add TLE Day
Accept Changes Cancel Changes Help

38 Enter the first Date of lodging. The date cannot be a travel date and MUST
match the receipt (which is required). Travel dates are calculated based on the
effective date of orders. Ensure you are not claiming TLE on these days. The
Location must be within 50 miles (or 2 hours roundtrip) of either the old PDS
or the new PDS. ONLY enter the Zip Code of the old PDS or new PDS
located on the orders (not the zip code of the hotel). Check Who’s being paid.
Enter what was actually spent on lodging including taxes for the day
specified. Click Accept.

COASTIE, JODY W e
TONO: 1217GIEPRA4YVO00 TLE Expenses

Date Location Who's being paid Lodging

01D1/2017 66683 Topeka, KS, Shawnee Jooy 101.00 AcceplifCancel Delete

Previous MNext

Help

Note: The zip code determination is based on JTR 5434 — Per Diem Rate is the
locality based on the PDS (or designated place, Home of Record or initial
follow on technical training, if applicable) location is used for TLE
reimbursement.

Continued on next page



Member Travel Only, continued

Procedures,
continued

Step Action

39 If the lodging location changes (old PDS vs new PDS), the member should
remain in this TLE tab and just enter the new location and amounts vice going
out and creating a new TLE tab. This can corrupt the claim.

To add additional days, click Add TLE Day.

COASTIE, JODY View: Traveler
TONO: 1217GIBPRALYVO00 TLE Expenses

Date Location Whe's being paid Ledging
01/01/2017 GEE33 Topeka, KS Member 101.00 | Edit | Delete
Previous Mext
Add TLE Day
Accept Changes Cancel Changes Help

40 The Date cannot be a travel date and MUST match the receipt (which is
required), the Location must be within 50 miles (or 2 hours roundtrip) of either
the old PDS or the new PDS. ONLY enter the Zip Code of the old PDS or
new PDS located on the orders (not the zip code of the hotel). Check Who’s
being paid, enter what was actually spent on lodging including taxes for the
day specified. Click Accept.

COASTIE, JODY View: Traveler
TOMNO: 1217GIEPRA4YVO00 TLE Expenses

Date Location Whe's being paid Ledging
oMmzm7 66683 Topeka, KS Member 101.00 Edit Delete
0172472017 23704 Porismauth, VA, Portsmouth JODY 120.00 AcceptCancel | Delete
Previous Mest

Help

Note: As long as a zip code was selected for the location, it should display
correctly.

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action
41 Add more TLE days as needed by clicking the Add TLE Day button. When
finished, click Accept Changes.

o View: Traveler
TONO: 1217GI5PRA4YVD00 TLE Expenses

Date Location Whe's being paid Lodging
D12m7 B6653 Topeka, K5 Member 101.00 Edit | Delete
01/24/2017 23704 Portsmouth, WA Member 120.00 | Edit | Delete
Previous MNext
| Add TLE Day
Accept Changes Cancel Changes Help

42 Click Calcs.

COASTIE, JODY View: Traveler
T ONG: 121 7GBPRAS Settlement Request
Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Pariial ~| Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: | 1202017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM2017-1/232017 Validated Data Delete | Cales | Comp
Edit| DLA(without Dependents) 1220 716202017 Validated Data Delete | Cales | Comp
Edit| TLE 1201711242017 ‘alidated Data Deletef Calcs fComp
TLE v | ‘ <= Add This Entitlement ‘
‘ Back ‘ ‘ Next | ‘ Manage Images ‘ Receipts ‘ ‘ SAVE | ‘ ‘Cancel ‘ ‘ Help ‘

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action

43 This will show you what you will actually be paid for TLE. The system
automatically calculates your TLE based off the JTR computation and the PDS
zip code entered. Click Done.

COASTIE, JODY View:  Traveler
TONO: 1217G96PRA4YV000 TLE Expenses

| Audit Remarks | | Done |

Date | Locality Rate |Lodging| M&IE [ Max M&IE & Lodging | Maximum TLE

01/01 142 §9.15 |33.15 923 290 923
01724 142 59.15 |33.15 923 290 92.
Previous Next
44 Click Next.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVD0D Setﬂement ReqUESt
Type of order: | PCS | Covered from: 1172017 to: 1232017
Type of Setflement | Partial “ Type of Partial: Mot a Partial v
Remit To Transactions Entrllemerlls ‘Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel MR207-1/232017 ‘alidated Data Delete | Cales | Comp
Edit | DLA(without Dependents) 122 71020207 Validated Data Dielete | Cales | Comp
Edit| TLE 1201710242017 Validated Data Dielete | Cales | Comp
TLE A" | ‘ <= Add This Entitlement ‘
‘ Back ‘I Next I ‘ Manage Images ‘ Receipts ‘ ‘ SAVE | ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action

45 All entitlements will be broken down into categories. If you requested an
advance, you must click the Apply Advances button here. If you did not
request an advance, click Next.

COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO00 Settlement Req uest

Type of order: | PCS | Covered from: 1172017 to: 112372017
Type of Settlement | Partial ~ | Type of Partial: Mot a Partial v
Remit To Transactions Entitlements ‘Computations Financial Remarks
Total Entitlement
— = Degustons
Memb/Emp PCS Per Diem 588.00 -
Partial Payments
Memb/Emp Transportation 3.00
Memb/Emp MALT 232.56 Amount Payable
DLA 128377 Advances
TLE 124.80
Method of F’ayment| Direct Deposit v Due Employee
Spit Payment
Computed Split 0.00

Enter amount in Split Fayment field to pay

Al Advances I
I By GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Back |I Next I ‘ Manage Images ‘ ‘ Receipts H SAVE H ‘Cancel H Help ‘

46 Click Add/Modify Accounting to add the Line of Accounting (LOA).

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement Request
Type of order: | PCS | Coveredfrom: [ 1AR017 | to: [ 12312017 |
Type of Settlement  Partial V| Type of Partial: Nota Partial v
Remit To Transactions Entith c ions Financial Remarks
Db/Cr | Classification String Amount |
Add/Modify Accounting

Back || Next | | Manage Images ’ Receipts ’ SAVE | [ Cancel ” Help I

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
47 Enter the Line of Accounting (LOA) from the Direct Access PCS Orders,

then click Accept Line.

ALC ProgEle CstAct Obj Amount

T
[so1] [zse] [21] [0 | [ Rra ] [[7eme0 | [2100 v 0.00

Copy First Line Accept Line |C|neell.|m|
| [ e ]
48 Click Save.
Regenerate Save Cancel Help
49

Click Next.

Type of order: | PCS ] Covered from: to:
Type of Settlement  Partal V| Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Db 1217GS6PRA4YVD00 2 P 501 269 21 0 RA 78040 2100 227183
Emmi

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action

50 Enter the Voucher Remarks. Include anything out of the ordinary with this
claim. Anything typed here will print on the Travel Voucher Summary. Click
Save.

Type of order: | PCS ] Covered from: [_11R2017 | to: [__1/232017 |
Type of Settlement  Partial V' Type of Partial: Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks

oucher Remarks:
This is where you document anything out of the ordinary for this claim.
Be specific. This block is here for a reason. Anything typed here will
print on the Travel Voucher Summary.

B s [ CE e =]
51 If you get this warning, verify that none of your TLE dates are travel dates,
then click OK.

L TLE days overlap Enroute Travels for one or more individuals 5

being paid. Ensure there i= enough elapsed time between
PDSs when per diem iz not payable

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step Action
52 Once saved, you might be asked to Certify certain entitlements. Check the
boxes and click Certify.

M
From Date To Date Description Amount
[v] 1172017 1172017 TLE Lodging at 66683 Topeka, KS for at least 101.00
[V 112472017 1/24/2017 | TLE Lodging at 23704 Portsmouth, VA for at least 120.00
Certify Later Cancel Help

53 Now that the claim has been saved, select the settlement and click
View/Modify to attach your orders and required receipts to your claim.

COASTIE, JODY T-PAX Inbox View:
L lions] d [Currency]
Profile and History » Create New» Tools» Help» Logout
Type of | Start | End Auth. Status Request
TONO Refuost | Date | Date |Category| CreateaBy | SoT Istatus| T3S |ongin| Armve At | RETHES! famount
Entered 23704 .
] 1217GS6PRASYVD00 Setiement | 1120171242017 | pos | COASTIE JODY o | 12772017 | Teaveler | Portsmouthn | 1100217732 | 52 (‘;:)'93
: T-PAX VA
’ Release for Approval | Print I I View [ Modify I | Delete | [ Help |

—

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
54 Click Manage Images.
COASTIE, JO0Y Settlement Request View: =\ Trveler

TONO: 1217G96PRA4YV000

Type of order: | PCS | Coveredfrom: | 112017 | to: [ __1/232017 |
Type of Settlement  Partial V| Type of Partial: Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: [[1234 IMA COASTIE BLVD <]
Address 2: | l

* City: |CHESAPEAKE |

*Country/State: [VAVIRGINIA v
‘ Next| Manage Images ‘ Receipts ” SAVE || Cancel H Help |

55 It is important to upload ALL supporting documentation to the PCS
claim/settlement. All documents should be scanned into a single file. The first
thing you MUST do is scan the orders/authorization, applicable amendments,
required receipts and save it as a PDF document to a space/pathway that you
can access. Once back at your computer, find the PDF document and rename it
as appropriate. Example: 2017 PCS. Keep the file name as short as possible.
Click Browse to locate the PDF.

COASTIE, JODY = View: Traveler
N 127G PRA Images and Receipts

Image or Receipt File Nams

Image descnption:

| Upload Image

Daone Help

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
56 Select the appropriate PDF, then click Open.
& Choose File to Upload >3
@Qv’ « Home (\\ppcms-app01\usersl\ JCoastie (U:) » Scanned Docs v | s || Search Scanned Docs P el
Organize ¥ New folder =y 0 @
Name 2 Date modified Type Size
X 2017 PCS 1/27/2017 12:09 PM  Adobe Acrobat D... 115?‘~.EI
X Alameda_08-2015 5827AM  Adobe Acrobat D... 286 KB
ﬁ; Miami_07-2015 7/22/20159:10 AM  Adobe Acrobat D... 286 KB
X NOLA _08-2015 8 59:35AM  Adobe 276 KB
i: Occasional Meal Receipt 2017 1:41 PM Adobe 115KB
i Portsmouth_Mclean_06-2015 6/29/2015 8:23 AM Adobe Acrobat D... 307 KB
File name: ~ [ AlFiles () -

I Open l[ Cancel ]

57 Enter a short Image description, then click Upload Image.

COASTIE, JACK View: Traveler

Image or Receipt File Name
UtScanned Docs\2017 PCS Browse...

Image description:
2017 BCS |

Upload Image

Done Help

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
58 Click on the image to ensure it has everything required and is readable, then
click Done.

Image or Receipt File Name

Image description:

59 Click Save.

Type of order: | PCS | Coveredfrom: [ 112017 | to: [ 1/232017 |
Type of Settlement | Partial V| Type of Partial: | Nota Partial v/
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: [[1234 IMA COASTIE BLVD x|
Address 2: | |

* City: [CHESAPEAKE |

* Country/State: [VAVIRGINIA v
Czip B
B [Recoon || save || comn || wee |

Continued on next page



Member Travel Only, Continued

Procedures,
continued

Step

Action
60

You might have to re-certify your items. Check the boxes and click Certify.

e — )

To Date
%)

Description
1112017

17172017 TLE Lodging at 66653 Topeka, KS for at least

Amount

1/24/2017 17242017

101.00

TLE Lodging at 23704 Portsmouth, \VA for at least

120.00

Certify

Later

61

Cancel Help

This will return you to the TPAX Inbox. Now the claim is ready to be
forwarded to the AO. Select the settlement and click Release for Approval.
COASTIE, JODY

T-PAX Inbox
oot

Profile and History » Create New» Tools» Help»

View: [Traveler  v|

TONO

1217GS8PRA4Y VD00

Type of
Request

Start
Date

Date

End | ategory| Created By Status

Settlement

mnrm7

12412017

Auth.
G Date. |Origin| Aive At

Request
ID
Entered
pos | COASTIE JoDY L

Amount

into

23704
T-PAX

Portsmouth

VA

1272017 | Traveler

1100217732

§2,271.93
(est)

I Release for Approval I |

Print

| | View [ Modify

s

—

Continued on next page



Member Travel Only, Continued

Procedures,
continued
Step Action
62 Select an Authorizing Official from the drop-down, enter your Secondary

Password and then click OK.

ICOASTIE, JODY T_P Ax In box View: |Traveler V]
[Reservations] [Regulations] [Currency]

WARNING

There are severe criminal and civil penalties for making or presenting a false,
fictitious, or fraudulent claim under U. S. Code Title 18, Section 287; Title 31,
Section 3729; and Title 10, Section 932 (UCMJ, Article 132).

Select an Authorizing Official
[SCHEDULE, GENERAL |

[SCHEDULE, GENERAL v]

Enter Secondary Password

e

OK Cancel

63

The status has been updated to Awaiting AO Approval. Logout of TPAX.

COASTIE, JODY T.PAx Inbox View:
L ions] R i [Currency]
Profile and History » Create New» Tools» Help » Logout
Typeof | Start | End Auth_ Status Request

TONO Request | Date | Date Category | Created By Official stastusl Date Origin | Arrive At D Amount
Awaiti 2704

0| 1217G86PRA4VVD00 | Settiement |1/12017|1/242017|  PCS COASTIE | SCHEDULE. "50 | 1262017 | Traveler| Porsmoutn | 1100217732 525;:)93
: p VA




Circuitous/Indirect Travel

Introduction This section shows how to account for a member who did not take the

fastest, most direct route. This member drove from Topeka, KS to
Houston, TX, took leave and then drove to Portsmouth, VA.

Procedures See below.
Step Action
1 When entering the Itinerary, enter each leg as it actually occurred. This member
drove from Topeka to Houston, took leave and then drove from Houston to
Portsmouth for a total of 2111 miles. When finished, click Accept Changes.
e itinerary Ve T
23D L ReasonTmns I;:lyy It WLM? LT Em:, AE% mﬁ:e T'-‘Fﬂ'“ Miles
12017 DEP | 68683 Topeka, KS. Shawnes Ba o Edit
142017 | ARR | 77034 Houston, TX, Harris LV ca (o100 ][ om [ 75 ] |insen|™®
1202017 | DEP 77024 Houston, TX, Harris PA Edit
1232017 |ARR| 23704 Porsmouth, VA, MC NLG [0 [ ooo | om0 |[1353] |insert|P®
I Accept Changes I ‘ Cancel Changes ‘ Help
2 Click Next.
COASTIE, JODY Enroute PCS Travel views - Tvelet

| Proceed Date: | 1/1/2017
Number of Days: @ 23
Tvpe of orcer: | PCS | End Date: 1232017

TONO: [ 1217GI6PRA4YVODD

What's Authorized inerary Constructed Itinerary Reimbursables

Duration of travel: |Greater1han or equal to 24 hours v|

- Trans | Duty Local? . Embark? Whao Else Traveling
LiE LITAOIT Reason| Day | '°L | Method | L2991M9 | “ppeais AE% Lodging Taxes Miles

Topeka, KANSAS PA 7

112017 | DEP
142017 | ARR | 7703 Fouston. LV co | o |

77034 Houston,
1202017 | DEP TEXAS PA
1232017 | ARR | 23704 Portsmouth, MC MNLG 0 D.00 D.0D 1353
VIRGIMIA
Add | Edit Trip ltinerary
‘ Back ‘ MNext Exceptions Occasionals | Accept Changes ‘ Cancel | ‘ Help

Continued on next page



Circuitous/Indirect Travel, continued

Procedures,
continued
Step Action
3 The system will create a Constructed Itinerary tab due to this being other than
normal travel. You can see that TPAX will limit the member to 1224 miles which
is the direct route versus the indirect route the member took. Click Accept
Changes.
COA ST JoD Enroute PCS Travel Sl s
TONO: [ 1217GO6PRAAYVO00 | Proceed Date: [1/1/2017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: |Greater than or equal to 24 hours WV
Depart Date | Amive Date To Location Auth. Miles
1112017 17232017 23704 Portsmouth, VIRGINIA 1224
| Back | Next E || O Accept Changes ’ Cancel H Help
4 Click Calcs to see how many days it paid.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO0D Settlement Request
Type of order- | PCS | Covered from: to:
Type of Settlement | Partial ~ | Type of Partial: | Nota Partial v
Remit To Transzactions Entitlements Computations Financial Remarks
Travel Not Performad Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AMR2017-11232047 “alidated Data Delete jCalcs jComp
TLE v| ‘ <= Add This Entitlement ‘
‘ Back || Next ‘ ‘ Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page



Circuitous/Indirect Travel, continued

Procedures,
continued

Step Action
5 Notice that TPAX computed 4 days of Per Diem authorized based on the number
of miles authorized. Click Done.

COASTIE, JODY H View: Traveler
TONO: 1217GI6PRA4YVOD0 Daily Expenses

Audit Remarks Done

Date | D8Y | LOO | MAIE| o 1) i py 1) g | Bresk | Lunch | Dinner | Ineati| M3IE | Total flodaing |p e

0ir9| FP 000 |14200| D.OD
0120 FP 000 | 14200| D.OD
0121| FRP D00 (14200 | D.OD
022 FP 0.00 (14200 | D.0D

Total | 5568.00 | D.0D

6 Click Next.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 setﬂement ReqUESt
Type of order: | PCS | Covered from: 11/2017 to: 1/23/2017
Type of Settlement | Partial | Type of Partial:  Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enrguts PCS Travel AMR2017-11 2320497 “aldated Data Delete | Cales | Comp
TLE v | ‘ <= Add This Entitlement ‘
‘ Back |I Next I ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Circuitous/Indirect Travel, continued

Procedures,
continued
Step Action
7 Notice that TPAX limited the amount of MALT based on the number of miles

authorized via direct travel. Continue with the rest of your claim. Ensure you
have all Airfare receipts, orders and any receipts over $75.00 scanned and
attached in the Manage Images section of TPAX.

COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVOOD Settlement ReqUESt

Type of order: | PCS | Covered from: 1172017 to: 172372017
Type of Settlement | Pariial “ Type of Partial: Mota Partial £
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement 202.56
B IEE Deductions 0.00
Memb/Emp PCS Per Diem 582.00 -
Partial Payments 0.00
Memb/Emp Transporiation 3.00
Memb/Emp MALT 23258 Amount Payable 802.58
Advances 0.00
Method of Paymentl Direct Deposit ~

Due Employee 803.58

Split Payment 0.00

Apply Advances | Computed Split 0.00

Enter amount in Split Payment field to pay
GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

Back H Next H Manage Images ‘ Receipts H SAVE H Cancel H Help |




Flying — CONUS to CONUS

Introduction This section shows how to account for a member who flew from their old
PDS to their new PDS all within the continental US.

Procedures See below.
Step Action
1 | When entering the Itinerary, make sure the Departure Date is the date you left
your unit. The Departure Location should default to your current PDS. Change
the Method of Transportation to TP - Govt. Procured Plane (ALWAYS USE
FOR PCS, NOT CP). The Arrival Date should be the date you actually arrived. If
this is your final destination, select MC - Mission complete in the Reason for
Stop. When finished, click Accept Leg.
COASTIE, JODY View:  Traveler
TONO: 1217G96PRA4YV000 Itinerary o
owe | [ ocaton | o | v [ 00 | wemen | toom | it | e Veage Tees wies | |
Departure Location (click to edit) Method of Reimbursement Daily Ldg Cost
TR 21 in Diego. CA. San Diego s Local v
DI02017 | e _‘S ] e tocs L
Method of Transportation: [Jis Embork Lodging Tax
M Duty Dey [TP - Gowt. Proc. Plane v ocng Type 5
Frrival Location (click to edi) -
Arrival Date: [f7034 Houston, TX_ Harris ]
10212 ] Reason for Stoy
[ovozzn7 [MC - Mission gomptete v Meals Type:
O Duty Day CM - Commercial Meals v Miles.
0
I Accept Leg I | Cancel Changes
2 | Click Accept Changes.
EE tinerary e T
ot A A e I
12017 |pep| SO sa”D':i’fg? CA, San T | ¥ Edit |
Y2207 | ARR | gpoas pomodfo MG NLG [0 J[oee om0 ][0 ] Insert
Accept Changes Cancel Changes ‘ Help

Continued on next page



Flying — CONUS to CONUS, continued

Procedures,
continued
Step Action
3 | Now you must add your airfare as a reimbursable expense. Click Add/Edit Trip
Expense.
ELATELIET Enroute PCS Travel views - Traveler
TONG: [ 1217GU6PRA4YVOD0 | Proceed Date: 1112017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed ltinerary Reimburzables
Date Description Claimed
Add / Edit Trip Expenses
Exceptions Occasionals Accept Changes ‘ Cancel H Help ‘

4 | The Airfare Expense Description will default. Enter the amount of the plane
ticket. Then click Accept Expense.

View: Traveler

COASTIE, JODY H
TOND: 121 7CaEPRAS Reimbursable Expenses

Date Expenss Descriplion Claimad IBOP
Dh'D.':f;’-:.‘-1'r'| |AIF‘.FAF{E-TFLMI~I-EIUS EXPENSE | I 427.00 I UNITED STATES
|MRFARE-TFU-\IN-EIUS EXPENSE w | | UNITED STATES |
Accept Expense Cancel Changes

Was any airfare paid by a member's fravel card. If paid by Government Account, do not enter
the airfare Help

Continued on next page



Flying — CONUS to CONUS, continued

Procedures,
continued

Step Action
5 | Don’t forget to add the ADTRAYV fee for booking airfare. Click Add Expense.

View: Traveler

COASTIE, JODY H
OND: 1317CoEPRA Reimbursable Expenses

Date Description Claimed
120207 AIRFARE-TRAIN-BUS EXPEMNSE 427.00 Edit Delete

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare Add Expense

Accept Changes Cancel Changes Help

6 | Select SATO-CTO-TMC SVC PROC FEE from the Expense Description drop-
down. Enter the amount from your receipt for the AdTrav fee in the Claimed box.
When finished, click Accept Expense.

View: Traveler

COASTIE, JODY i
ot s Reimbursable Expenses

Date Description Claimed
11202017 AIRFARE-TRAIN-BUS EXPEMNSE 427.00
Date Expenge Dezcriplicn Claimad IBOP
01/02/2017 | |SATO-CTO-THMC SWC PROC FEE I 22.00 I UNITED STATES
| SATO-CTO-TMC SV PROC FEE b | UNITED STATES W |
Accept Expense Cancel Changes

Was any airfare paid by a member's fravel card. If paid by Government Account, do not enter
the airfare Help

Continued on next page



Flying — CONUS to CONUS, continued

Procedures,
continued

Step

Action

7

Click Accept Changes.

COASTIE, JODY

TONO: 1217GIEPRA4YVOOD

Reimbursable Expenses

View: Traveler

Date Description Claimed
122017 AIRFARE-TRAIN-BUS EXPEMSE 427.00 Edit Deleta
122017 SATO-CTO-TMC SWC PROC FEE 22.00 Edit Deleta
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare Add Expense
Accept Changes Cancel Changes Help

Click Accept Changes and continue with the rest of your claim. Ensure you have
all Airfare receipts, orders and any receipts over $75.00 scanned and attached in
the Manage Images section of TPAX.

View: Traveler

LSSy Enroute PCS Travel
- |[1HR201T
TONO: [ 1217GI6PRAAYVODD | R
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Hinerary Reimbursables
Date Description Claimed
122017 AIRFARE-TRAIN-BUS EXPENSE 427.00
122017 SATO-CTO-TMC SVC PROC FEE 22.00
‘ Add / Edit Trip Expenses
Exceptions Occasionals Accept Changes ‘ Cancel ‘ ‘ Help ‘




Flying — CONUS to OCONUS

Introduction This section shows how to account for a member who flew from their old

PDS (CONUS) to their new PDS (Outside the Continental US or
OCONUS). In this scenario the member traveled to Sterling, VA for an in-
brief to Bahrain, then went off to Bahrain.

Procedures See below.
Step Action
1 | When entering the Itinerary, make sure the Departure Date is the actual date you

departed the old PDS. The Departure Location should default to your current
PDS. Change the Method of Transportation to TP - Government Procured
Plane (ALWAYS CHOOSE FOR PCS). The Arrival Date should be the date you
actually arrived. In the Reason for Stop, select AD - Authorized Delay. Enter any
lodging information since you have been authorized a delay for the in-brief. When
finished, click Accept Leg.

COASTIE, JODY i View: Traveler
TONO: 1217GI6PRA4YVI0D0 Itlnerary
" Trans Duty Local? = Embark? Who Elge Traveling
Lo ‘ ‘ STEIT ‘ Reason | Day ‘ o ‘ Method ‘ Ledging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Depariure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
.. [B2101 San Diego, CA, 5an Diego I Local [LDP - Lodaing Plus Ml INEEIT
01012017 j
Method of Transportation: .
E [ Embark Lodging Tax:
Mlputypay  [TP-Gout. Proc. Plane v] s o
ging Type: :

Arrival Location (click to edit) [c@ - Comm'l Qtrs Incidental Expense Full v|

Armival Date: [0163 Stering. WA Loudoun
00T j Resson for Stop:

[aD- Delay v Meals Type:
O Duty Day CM - Commercial Meals ~ Miles:
0
I Accept Leg I Cancel Changes

Continued on next page



Flying — CONUS to OCONUS, continued

Procedures,
continued

Step Action

2 | Now enter the trip from VA to Bahrain. When entering the Itinerary, make sure
the Departure Date is the actual date you flew. The Departure Location should
default to the location from the previous leg. Change the Method of Transportation
to TP - Government Procured Plane. The Arrival Date should be the date you
actually arrived. Click the Arrival Location link (see Note below). In the Reason
for Stop, select MC - Mission Complete if this if your final destination. Check
the Is Embark box since you will be flying over the ocean. When finished, click

COASTIE, JODY Itinera View:  Traveler
TONO: 1217GI6PRA4YVO00 ry
- Trans | Duty Local? = Embark? Who Else Traveling
2EE STEIET Reason| Day | 'CL | Method | 129818 “yezie AE% Lodging Taxes Miles
12017 DEP 52101 San Diego, CA, San = ",
s Diego
VIRDTT | ARR | 55465 Sterting VA, Loudoun AD LDP ca cwm | [0 J[e7o0 110 o]
Departure Date Departure Lf)catlon (elick to edit) Method of Reimbursement: Daily Ldg Cost
o [PO163 Sterding. /A Loudoun 1= Local (V] i}
010z2M7 j
Methed of Transportation: W1 1s Embark oy
ouwypsy  [TP- Govt. Proc. Plane v st 0 -
ging Type:
Arrival Location (click to edit) e
Armival Date: [BAHRAIN, BAHRAIN RED INCIDE... |
OU022017 o4 Feason for Stop:
[MC - Mission Complete v Meals Typs:
[ Duty Day CM - Commercial Meals g Miles:
o
I AcceptLeg I ‘ Cancel Changes

Note: When selecting territories or foreign countries, type out the full name of the
locality, then use the drop-down to find the county/locality in which the PDS is
located. If you do not find the exact one, select OTHER. Then click Accept.

Destination - Location of New Duty Station

Country / State eeows eowax Zip Code f City:

|BAHRAIN [ |
IERAHRAIN v | | V]
County / Locality:

[EARRAIN RED INCIDENTAL ]

iBAHHAIN RED INCIDENTAL ™ |

Accept Cancel

Continued on next page



Flying — CONUS to OCONUS, continued

Procedures,
continued
Step Action
3 | Review your itinerary and if correct, click Accept Changes and continue with the

rest of your claim. Ensure you have all Airfare receipts, orders and any receipts

over $75.00 scanned and attached in the Manage Images section of TPAX.

COASTIE, JODY - —
TONO: 1217GI6PRA4YVO0D Itinerary

" Trang | Duty Local? _ Embark? Who Else Traveling
I TEIr Reason| Day | '°* | Method| “299""| “Meals AE% Lodging Taxes Miles
w017 |oep| 2101 SE”D?;%" CA, San P | Eot |y
RDTT | ARR | 50463 siering VA Loudoun AD LoP ca cw | [0 ][Ero0 1100 ][0 ] |insert
20163 Stering, VA, Loudoun _
122017 | DEP TR Edit
weor (aRR|  BABMRANRED |y me | ¥ | [o® I B0 I ] [iser|>

I Accept Changes I ‘ Cancel Changes




Flying — OCONUS to OCONUS

Introduction

Itinerary

This section shows how to account for a member who flew from their old
PDS (OCONUS) to their new PDS (OCONUS).

When flying OCONUS to OCONUS, make sure you select TP — Govt.
Proc. Plane for your Method of Transportation, NOT CP for Commercial
Plane. Also make sure to check the Is Embark box since you will be

flying over the ocean.

COASTIE, JODY 1 View:  Traveler
TONO: 1217GI6PRA4YV000 Itlnerary
- Trans Duty Local? . Embark? ‘Who Else Traveling
LB | | Lz | Reason | Day | y | Method | Lodging Meals AE% Lodging Taxes Miles | |
Departure Date Depar_ture |TGC ation (c\icf to edit) Method of Reimbursement: Daily Ldg Cost
o [B3B15 Kodiak, AR, Kodiak Island B Is Local v 0
010472017 |28
Method of Transportation
< IE ls Embark I Lodging Tax:
E‘DUW Day ITP- Govi. Proc. Plane B |
- Lodging Type: 0
Arival Location (click (0 edit) e
Artival Date: [B6513 Honolulu. HI HAWAIL, Honol.... |
wnarziT sl Reason for Stop:
[MC - Missien Complete ] Meals Type:
[ Duty Day CM - Commercial Meals v Miles:
a
‘ Accept Leg | | Cancel Changes

You’ll need to add your airfare and processing fee as reimbursable
expenses. Ensure you have all Airfare receipts, orders and any receipts
over $75.00 scanned and attached in the Manage Images section of TPAX.




Flying — OCONUS to CONUS

Introduction

Itinerary

This section shows how to account for a member who flew from their old
PDS (OCONUS) to their new PDS (CONUS).

When flying OCONUS to CONUS, make sure you select TP — Govt.
Proc. Plane for your Method of Transportation, NOT CP for Commercial
Plane. Also make sure to check the Is Embark box since you will be
flying over the ocean.

COASTIE, JODY i View: Traveler
TONO: 1217G36PRA4YV0DD Itlnerary
. Trans Duty Local? = Embark? ‘Who Else Traveling
2= | | SRS | Reason | Day | Lt | Method | Lodging Meals AE% Lodging Taxes Miles | |
Departure Date Departure Location (click to edit) Method of Reimbursement: Diaily Ldg Cost
o [BBA1S Honohulu_HI HAWAIT Honol _| = Local v 0
0uD42m7 |
Method of Transportation
x IE Is Embark I Lodging Tax:
Mowypay  LooGovt Proc Plane |
Lodging Type: o
Arrival Location (click to edit) >
Aurival Date: [24501 Alameda. CA,_Alameda
0104207 el Reason for Stop:
[MC - Missien Complete ~] Meals Type:
[ outy Day CM - Commercial Meals v Miles:
1]
| AcceptLeg | | Cancel Changes

You’ll need to add your airfare and processing fee as reimbursable
expenses. Ensure you have all Airfare receipts, orders and any receipts
over $75.00 scanned and attached in the Manage Images section of TPAX.




Home to 15t PDS (Cadets) or Direct Commission

Introduction This section shows how to account for a member who is going from their
home to their first duty station (CG Academy).

Procedures See below.
Step Action
1 | Enter your home address at your new PDS. Then click Next.
COASTIE, JODY View: Traveler
TONO: 1217G86PRAYAV000 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial ~ | Type of Partial: | Mot a Partial ~
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- [15MOHEGAN AVE

Address 2:

* City: [NEW LONDON

*Country/State: | CT CONNECTICUT v
"
Z|p D&320
I Next ” Managelmageg‘ | Receipts H SAVE || Cancel H Help ‘

2 Click Add This Entitlement.

COASTIE, JODY

View: Traveler
TONO: 1217GEEPRAY4AVDO0 Settlement ReqUESt
Type of order: | PCS | Covered from: 1/10/2017 to: 1/10/2017
Type of Settlement | Partial “| Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
| | Entitlement Type | Dates Encompassed | Status | | | |
| Enroute PCS Travel W | <= Add This Entitlement
‘ Back H Next | ‘ Manage Images | ‘ Receipts | ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Home to 1st PDS (Cadets) or Direct Commission, Continued

Procedures,
continued

Step

Action

3

Enter in the itinerary. Members can either drive, fly, take a train or bus. When

finished, click Accept Leg.

COASTIE, JODY 5 View: Traveler
TONO: 1217GI6PRA4YV000 Itlnerary
= Trans Duty Local? = Embark? Who Else Traveling
D“"H““"“"‘nmn‘nay"m‘m‘mm‘ﬁm AE% Lodging Taxes Miles H
Departure Date Departure Locstion (click to edit) Method of Reimbursement: Daily Ldg Cost
[0108 Manassas, VA, Manassas [is Loesl 0
01102017 ﬁ
Method of Transportation:
- = |:| Iz Embark Lodging Tax:
W Duty Day [P - Private Auto v]
Lodging Type: o
Arrival Location (click to edit)
Arrival Date: [16320 United States Coast Guard. ...
DIMDZ0TT ﬁ Reason for Stop:
|MC - Mission Complete W | Meals Type:
O Duty Day CM - Commercial Meals Miles:
373
I Accept Leg I ‘ Cancel Changes

Once you have input the itinerary and reimbursable expenses, check the

Computations tab.

Apply Advances ‘

Due Employee
Split Payment
Computed Split

COASTIE, JODY View: Traveler
e P Settlement Request
Type of order: | PCS | Covered from: 1/10/2017 to: 1/10/2017
Type of Settlement  Partial v Type of Partial: ' Nota Partial v
Remit To Transactions Entith t: Comp Financial Remarks
Total Entitlement 214.3¢
e = Deductons
Memb/Emp PCS Per Diem 142.00 .
Partial Payments 0.00
Memb/Emp MALT 7230
Amount Payable 214.39
Advances
Method of Paymenl[ Direct Deposit v

214.30

0.00

0.00

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

| Back H Next || Manage Images

‘ Receipts H SAVE ” Cancel || Help |

Continued on next page




Home to 1st PDS (Cadets) or Direct Commission, Continued

Procedures,
continued
Step Action
5 | Click Add/Modify Accounting to add your Line of Accounting, then click Next.
COASTIE, JODY View: Traveler
e T CRR AT 00 Settlement Request
Type of order: | BCS | Covered from: to:
Type of Settlement  Partial V| Type of Partial: 'Not a Partial v
Remit To Transactions Entitlements Computations Fi
DbiCr Classification String Amount
Db 1217G86PRAY4V000 2 P 501 299 21 0 RA 78040 2100 21453
Add/Modify Accounting
| Back || Next ||mmgelmages| | Receipts || SAVE H Cancel H Help |
6 | Enter your Voucher Remarks. When finished click Save.
COASTIE, JODY View: Traveler
TONO: 1217G86PRAY4V000 Settlement RequeSt
Type of order: | PCS ] Covered from: to:
Type of Settlement  Partial v Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Voucher Remarks:
Drove from home in Manassas, VA to the CG Academy.
[ [ ] e = ]
Ensure you have all orders and any receipts over $75.00 scanned and attached in
the Manage Images section of TPAX.




Mixed Mode — Alaska Ferry (1 POV)

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
drove from their old PDS in Oklahoma City, OK to Bellingham, WA.
There they met the ferry which took them to their new PDS in Kodiak,
AK.

Procedures See below.

Step Action
1 Enter your first leg of travel showing the drive to Bellingham, WA. Select AT to

signify awaiting transportation on the Alaskan Ferry. Click Accept Leg.

COASTIE, JODY : View:  Traveler
TONO: 1217GI6PRASYVI0D Itinerary
- Trans | Duty Local? - Embark? Who Else Traveling
1oz ‘ ‘ TETET ‘ Reason ‘ Day ‘ 'D"‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘

Departure Date
01052017 j

Wl Duty Day

Departure Location (click to edit)
73169 Oldahoma City, OK. Oklahoma
Method of Transportation:
[Pa - Private Auto

v]

Aurival Date:
[rreazorr [

[ buty Day

Arrival Location (click to edit)

Reason for Stop:

[AT - Awaiting Transporiation hd

[(is Local

[Cis Embark

Method of Reimbursement:
LDP - Lodging Flus

Lodging Type:

Meals Type:
CM - Commercial Meals

Daily Ldg Cost

v 0

Lodging Tax:
0

Miles:

I Accept Leg

I ‘ Cancel Changes

Continued on next page



Mixed Mode — Alaska Ferry (1 POV), Continued

Procedures,
continued

Step Action

2 Enter the next leg of travel and arrival date to your destination in Alaska. Use
AF — Alaska Ferry System to designate the Alaska Marine Highway System
(AMHS). The Departure and Arrival dates for the Ferry MUST match the
Alaska Marine Highway Itinerary exactly. PPC cannot process an AMHS claim
without the itinerary attached. The Is Embark box will be automatically
checked by TPAX. When finished, click Accept Leg.

COASTIE, JODY N
TONO: 1217G96PRA4YVO00 Itinerary

View:  Traveler

. Trans | Duty Local? a Embark? Who Else Traveling
25 LTERET Reason| Day | 'PL | Method| 299110 “ppeais AE% Lodging Taxes Miles
73169 Oklahoma City, OK,
132017 |DEP Oklahoma PA v
192017 | ARR 98225 Bellingham, WA, AT LDP
Whatcom
Departure Date Depar_ture I._ocation .[c‘lick. tlo edit) Method of Reimbursement: Daily Ldg Cost
o VA, hat s Locat v 0
01092017 i .
Method of Transportation: M1 Embark s e
O outy pay [4F - Alaskan Femry System |
Lodging Type: o
Arrival Location (click to edit) b
Armival Date: EQB'S Kodiak, AK ALASKA Kodiak.
142017 j Reason for Stop:
[MC - Mission Complete ~| Meals Type:
[ Duty Day CM - Commercial Mesls ||| Miles
[

I AcceptLeg I ‘ Cancel Changes

3 Review the itinerary and if correct, click Accept Changes.

COASTIE, JODY )
TONO: 1217GISPRA4YV000 Itinerary

View:  Traveler

i Trans | Duty Local? .| Embark? Who Else Traveling
Lo LR Reason| Day | '°" |Method | -°99""8 | “peals AE% Lodging Taxes  Miles
73189 Oklahoma City, OK,
1/52017 | DEP Okiahoma PA | & Edit | 5y
192017 | ARR 95225 Bellingham, W4, AT DR o] 2055 Insert
Whatcom
98225 Bellingham, Wa,
192017 | DEP Whateom AF 7 Edit |,
1142017 | ARR | 99615 Kodiak, AK, Kodiak Island | MG NLG [0 ][ 000 [ 000 |0 | |lnset

Borcugh

I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page



Mixed Mode — Alaska Ferry (1 POV), Continued

Procedures,
continued
Step Action
4 Don’t forget to add all Reimbursable expenses including: Ferry receipts, tolls

and any receipts for claimed items over $75.00. Use the Manage Images
function to attach them to your claim.

Check the Computations Tab to ensure all expenditures have been added and the
calculations are correct.

COASTIE, JODY View: Traveler
T 121 Settlement Request
Type of order: | PCS | Covered from: 1/5/2017 to: 1/15/2017
Type of Settlement  Pariial Vv Type of Partial: Not a Partial v
Remit To Transactions Entith it: Computati Fi ial Remarks
Total Entitlement 1.402.00
Description Total Deductions 0.00
Memb/Emp PCS Per Di 1,005.75 —_—
SThSme T E e Em Partial Payments 0.00
Memb/Emp MALT 306.34 L ——
Amount Payable 1.402.09
Advances [ 0.00 |
Method of Paymentl Direct Deposit v ]
Due Employee 1,402.00
Apply Advances | Split Payment 0.00
Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed




Mixed Mode — Drive/Fly to Ship

Introduction

This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
drove to their parents’ house in Sacramento, CA to drop off their vehicle,
took some leave, then flew to their new PDS homeport in Mayport, FL.

Procedures See below.
Step Action
1 Enter both legs of travel, then click Accept Changes.
COASTIE, JODY T View: Traveler
TONO: 1217G96PRA4YV0D Itinerary
" Trans | Duty Local? = Embark? Who Else Traveling
pe mEr Reason| Day | '°* | Method| 999 | Meals AE% Lodging Taxes Miles
. 95134 Seattle, WA, King " .
112017 | DEP PA Edit
122017 |aRR| 942 Jacramenio, GA, v ca (8] go0 [ 0m J[ 5] |ineen|>®
182017 | DEP 9“29958;:‘:“":“":"“ ™ Edit [
VE2017 | ARR | 3555 Mayport FL, Duval MG NLG [0 ][ooo |00 @ ] |inset
I Accept Changes I ‘ Cancel Changes ‘ Help
2 Click Next.
View: Traveler
COASTIE, JODYX Enroute PCS Travel
. [1npo17
TONO: [ 1217G96PRAAYVO00 ] .
Number of Days: 2
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: [Greater than or equal to 24 hours
Trans |Duty Local? Embark? Who Else Traveling
Date Location Reason| Day | 'PL | Method | 129910 | “peals AE% Lodging Taxes Miles
98134 Seattle,
1172017 |DEP| WASHINGTON Pa | M
1172017 | ARR | 94299 Sacramento, | LV ca [ o J[ooo J[ o000 J[ 804 ]
CALIFORNIA
94293 Sacramento,
1/82017 |DEP CALIFORNILA TP
1E2017 |[ARR| 32228 Mayport, MC NLG [ o J[oo0 J[oo0 [0 ]
FLORIDA
| Back |I Next E i H (o] ional | ‘ Accept Changes ” Cancel || Help |

Continued on next page



Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued
Step Action
3 No matter which method you take, the system will only pay the maximum of the

amount it would cost to drive from Seattle to Mayport. Click Next.

Duration of travel: |Greater than or equal to 24 hours W/

View:  Traveler
COASTIE, JODY Enroute PCS Travel
TONO: [ 1217GS6PRAAYVO00 ] Proceed Date: 112017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables

Depart Date | Arrive Date To Location Auth. Miles | Mem GTR |Const. Dep. Date | Const. Arr. Date
1112017 1/82017 | 32228 Mayport, FLORIDA 3028 0.00
\ Back | Next Excepti ||n ; | |AoceptChnnge: || Cancel H Help |

Add your Reimbursable Expenses, then click Accept Changes.

View: Traveler
COASTIE, JoDY Enroute PCS Travel
. 7
TONO: [ 7217GO6PRAGYVO00 | Proceed Date: 117201
Number of Days: = 23
Type of order: | PCS | End Date: 17232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
112017 AIRFARE-TRAIN-BUS EXPENSE 408.00
112017 SATO-CTO-TMC SVC PROC FEE 22.00
Add / Edit Trip Expenses
Back Exceptions Occasionals

Accept Changes Cancel Help

Continued on next page



Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued
Step Action
5 Click Next to view the computations tab.
COASTIE, JODY View: Traveler
TONO: 1217G6PRA4YVO0D Settlement ReqUESt
Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Pariial % Type of Partial: | Not a Partial v
Remit To Transactions Entrllernenls Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 120782017 “alidated Data Delete | Cales | Comp
v]
Back I Next ‘ Manage Images ‘ Receipts | ‘ SAVE | ‘ Cancel | ‘ Help ‘

Continued on next page



Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued

Step Action
6 Since it’s below the maximum allowed, the system is paying both the airfare
costs and mileage and per diem for driving. Click Next.

COASTIE, JODY View: Traveler
s (T R Settlement Request
Type of order: | PCS | Covered from: 112017 to: 1/23/2017
Type of Settlement | Partial | Type of Partial: | Mot a Partial v
Remit To Transacticns Entitlements Computations Financial Remarks
Total Entitlement
Desrpte e Deductons
Memb/Emp PCS Per Diem 180.25 -
Partial Payments
Memb/Emp Transportation 430.00
Memb/Emp MALT 14283 Amount Payable
Advances
Method of Payment| Direct Deposit W
Dus Employes
Split Payment 0.00
Apply Ad .
ol ‘ Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
| Back ‘ Next ‘ Manage Images ‘ | Receipts ‘ | SAVE ‘ | Cancel ‘ ‘ Help |

7 Enter the Line of Accounting as usual, then click Next.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement RequeSt
Type of order: | PCS ] Coveredfrom: [ _1AR017 | to: [ 1232017 |
Type of Settlement  Partial vV Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Db/Cr Classification String Amount
Db 1217GS6PRA4YV000 2 P 501 299 21 0 RA 78040 2100 75294
Add/Modify Accounting

Back | Next l Manage Images l Receipts | l SAVE | | Cancel | | Help

Continued on next page



Mixed Mode — Drive/Fly to Ship, Continued

Procedures,
continued
Step Action
8 Make sure you designate in the remarks what actually happened, then click

Save.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement RequeSt
Type of order: | PCS | Coveredfrom: [ 1172017 | to: [ 12372017 |
Type of Settlement  Partial V| Type of Partial: Nota Partial v
Remit To Transactions Entitiements Computations Financial Remarks

Voucher Remarks:
I drove from Seattle, WA to my parents house in Sacramento, CA to
drop off my vehicle. | took a few days of leave before flying to
IMayport to meet the boat.

Back Manage Images Receipts SAVE Cancel Help

Ensure you have all Airfare receipts, orders and any receipts over $75.00 are
scanned and attached in the Manage Images section of TPAX.




Mixed Mode — Fly/Drive to PDS (CONUS to CONUS)

Introduction

This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
flew from San Diego, CA to Albuquerque, NM, took some leave, then
drove to Miami, FL.

Procedures See below.
Step Action
1 Click Add This Entitlement.

COASTIE, JODY View: Traveler

TONC: 1217GS6PRA4YVO00D settlement RequeSt

Type of order: | PCS | Covered from: 112017 to: 1/23/2017

Type of Settlement | Partisl v Type of Partial: | Not a Partial ~

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
| Enroute PCS Travel v | <= Add This Entitlement
‘ Back H Next ‘ | Manage Images ‘ ‘ Receipts | ‘ SAVE | ‘ Cancel ‘ | Help ‘

2 Check the Owner operator of POV box, leave the number of cars authorized
as one, select the member and then click Next.

View:  Traveler
COASTIE, 900X Enroute PCS Travel
. 2017
TONO: [ 1217G96PRA4YV000 ] trocadd Data- B
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Reimbursables
M Owner operator of POV [ONo Number of cars authorized D
MALT

Who Being Paid

I Next I | Accept Changes

=

Continued on next page



Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued
Step Action
3 Select Greater than or equal to 24 hours from the Duration of Travel drop-
down.
COASTIE, JODY Enroute PCS Travel views Traveler
TONO: [ 1217GI6PRAAYVO00 | Proceed Date:  1/1/2017
Number of Days: 23
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Reimbursables
Duration oftravel.l 0 trip I
Greater than or egual to 24 hours
\MHW‘&“&[%|‘M|&%|WW| nnu'| AR Lodgng | Teme Mles |
‘ Back H Next ‘ l Accept Changes | Cancel “ Help ‘

4 When entering the Itinerary, make sure the Departure Date is the actual date you
flew. The Departure Location should default to your current PDS. Change the
Method of Transportation to TP - Government Procured Plane. The Arrival
Date should be the date you actually arrived. Select LV - Leave from the Reason
for Stop drop-down. When finished, click Accept Leg.

COASTIE, JODY 1 View:  Traveler
TONO: 1217GI6PRA4YVO0D Itlnerary
. Trans Duty Local? _ Embark? Wheo Else Traveling
Date ‘ ‘ Locatior ‘ Reason ‘ Day ‘ 1oL ‘ Method ‘ Lodging ‘ Meals AE% lodging Taxes Miles ‘ ‘
Departure Date Departure LDC.:EIIDH (click to E(.ilt,l Method of Reimbursement: Daily Ldg Cost
- [B2101 San Diego, CA, San Diego Iz Local ~
01/01/2017 j
Method of T riafion:
c fansportaton [is Embark Lodging Tax:
] Duty Day [TP - Gowt. Prac. Plane v] o
aing Type:
‘Armival Location (click to edit) CQ - Comm'l Citre: Incidental Expense Full i
Arrival Date: 7101 Albuguergue, MM, Bemalillo
01012017 4| Resson for Stop:
[Lv - Leave | Meals Type:  MBIE: 51.00
O Duty Day CM - Commercial Meals ~ Miles:

I AcceptLeg I ‘ Cancel Changes

Continued on next page



Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,

continued

Step

Action

5

Now enter the next leg of your trip. The Departure Date should be the day you
started driving. The Departure Location should default from the previous leg of
travel. Change the Method of Transportation to PA - Private Auto. The Arrival
Date should always be the date you reported to your new PDS. Enter your
Arrival Location. If this is your final destination, select MC - Mission
Complete in the Reason for Stop. When finished, click Accept Leg.

COASTIE, JODY 1 View:  Traveler
TONO: 1217G96PRA4YVODD Itlnerary
_ Trans |Duty Local? = Embark? Wheo Else Traveling
15 STEIET Reason | Day | 'C" |Method | -%99M | “peais AE% Lodging Taxes Miles
52101 San Diego. CA, San
112017 DEP iego TP i
1112017 |ARR 37101 Albuguergue, N LV ca ] o]
Bemalille
Departure Date Depariure Locstion (click to edlt,:. Method of Reimbursement: Diily Ldg Cost
7101 Albuguergue, MM, Bemalillo [ Local bt o
017062017 j
Method of Transpertation:
- z D Iz Embark Lodging Tax:
[ outy Day [PA - Private Auto v S o
aing ['ype:
Arrival Location (click to edit) he
Arrival Date: [3130 Miami, FL, Mizmi-Dade
Rtk j Reason for Stop:
|MC - Mission Complete ~ | Meals Type:
[ Duty Day CM - Commercial Meals v Miles:
1953
I AcceptLeg I ‘ Cancel Changes

Review the itinerary again and if correct, click Accept Changes.

COASTIE, JODY Itil'lera View: Traveler
TONO: 1217G6PRA4YV000 Y
- Trang | Duty Local? - Embark? Whao Else Traveling
25 TR Reason| Day | '°& | Method| 29918 " peals AE% Lodging Taxes Miles
92101 San Diego, G4, San
1112017 | DEP Diego TP | ¥ Edit | oy
112017 | ARR 87101 Albuguerque, NM, Lv ca o] o] |inser
Bemalillo
ez |pep| B0 Aﬁ'b““:m”e' GIE PA Edt | oy
W2H201T | ARR 33130 Miami, FL, Miami-Dade MC NLG lIl Insert
I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page



Mixed

Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued
Step Action
7 Select the Reimbursables tab.
COASTIE, JODY Enroute PCS Travel Views — Traveler

| Proceed Date: 1/12017
Number of Days: = 23
et PCS | End Date: 1232017

What's Authorized Itinerary Constructed ltinerary

Duration of travel: [Greater than or equal to 24 hours ™

TONO: [___1217G96PRA4YVD00

Trans | Duty Local? Embark? ‘Who Else Traveling
= Location  |geason| Day | 'Ot | Method | “°%9""9 | "Meals AE% Lodging Taxes Miles
San Diego,
112017 | DEP CALIFORNIA TP v/
1172017 | ARR | 87101 Albuquerque, Lv ca [ [1 1L ooo ][ ooo ][ 0 |
NEW MEXICO
87101 Albuquerque,
1/6/2017 |DEP| NEW MEXICO PA
12372017 |ARR 33130 Miami, MC NLG | 0 | _ooo ][ ooo ][ 1958 |
FLORIDA
Add / Edit Trip ltinerary
l Back H Next ‘ |-’ pti HC i | |Aocept(‘.hanges l Cancel ” Help ‘

Now you must add your airfare as a reimbursable expense. Click Add/Edit Trip

Expense.
COASTIE, JODY View: Traveler
Enroute PCS Travel
= 12017
TONO: [ 1217GIEPRAAYVO00 ] e
Number of Days: 3
Type of order: | PCS | End Date: 1232017
What's Authorized Itinerary Constructed Itinerary Reimbursables

Date Description Claimed

Add ! Edit Trip Expenses

‘ Excepti H QOccasional ‘ Accept Changes

‘ Cancel H Help ‘

Continued on next page



Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued
Step Action
9 Add all reimbursable expenses, then click Accept Changes.
A View: Traveler
COASTIE, JODY
TOND: 121 7CaEPRAS Reimbursable Expenses
Date Description Claimed C&f"
12017 AIRFARE-TRAIM-BUS EXPENSE 242.00 1 Edit Delete
1207 SATO-CTO-TMC SVC PROC FEE 7.75 1 Edit Delete
16207 AIRFARE-TRAIM-BUS EXPENSE 10.00 1 Edit Delete
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter =
the airfare I Add Elpense
Accept Changes Cancel Changes Help
10 | Click Accept Changes.
View:  Traveler
POAREIODY Enroute PCS Travel
. [11R017
TONO: [_1217G96PRAAYV000 | Froceed Date:: ESH
Number of Days: 23
Type of order: | PCS | End Date: 12232017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
1112017 AIRFARE-TRAIN-BUS EXPENSE 24200
112017 SATO-CTO-TMC SVC PROC FEE 775
1612017 AIRFARE-TRAIN-BUS EXPENSE 10.00
| Add / Edit Trip Expenses
l E i “ (o] i | Accept Changes l Cancel “ Help I

Continued on next page



Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,

continued

Step

Action

11

Click Next to view the Computations.

s Settlement Request Views — Traveler

TONO: 1217G36PRA4YVO0D

Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Partial “ Type of Partial: | Not a Partial v
Remit To Transactions Entltlernents 1 Computations Financial Remarks

Travel Not Performed

Effective Date: |11/2017

Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1201714232017 “falidated Data Delete | Cales | Comp
v]
Back | Mext I Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page



Mixed Mode — Fly/Drive to PDS (CONUS to CONUS), continued

Procedures,
continued

Step

Action

12 | Notice you will get per diem and MALT as well as your transportation costs paid.
Ensure you have all Airfare receipts, orders and any receipts over $75.00 scanned
and attached in the Manage Images section of TPAX.

COASTIE, JODY Traveler
TONO: 1217G96PRA4YV000 setﬂement Req ueSt
Type of order: | PCS | Covered from: 1172017 to: 1/23/2017
Type of Settlement | Parial ~ Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
== = Deductions
Memb/Emp PCS Per Diem 380.25 -
Partial Payments
Memb/Emp Transportation 258.75
Memb/Emp MALT 372.02 Amount Payable
Advances
Method of F’aymentl Direct Deposit v |
Dus Empioyee
Split Payment 0.00
A Ad -
sl ‘ Computed Split 0.00

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Back H Mext ‘ | Manage Images

‘ Receipts H SAVE H Cancel H Help |




Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS

to New PDS Ship Underway)

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
drove from their old PDS to the Homeport of their new PDS (boat is
stationed in Key West, FL). However, the boat was underway in Panama
so the member had to travel to Panama from Key West.

Procedures See below.
Step Action
1 When chasing the boat, you must select Change of Homeport from the Type of
PCS drop-down.
COASTIE, JODY Travel Order View: Traveler|
" Grade/Rank " Order Number(s) " Type of Order:
|E4 v 1217GSEPRA4YD00 PCS v
Description  What's Authorized Dependents. Remarks
* Type of PCS | Change of Home Port | -
Trip Name: 2017 PCS ] " Issue Date 121112016 iz
* Detach Date ’W‘.ﬁ]
Issuing Organization (7947400 ]
Paying Organization ‘?5474-30 ] * Report Date _..i]
Group Travel O
Funds Coast Guard v |
" Origin [FE5E23 Topeka, RS, Shawnee ]
" Destination [33020 Key West_FL. Monroe ]
|I] Save | [ Cancel | ‘ Help |

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
2 Update your address to reflect your new home address at your new PDS. Then
click Next.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 sememem RequeSt
Type of order: | PCS | Covered from: to:
Type of Settlement  Partial v Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1: 1234 BEACH STREET

Address 2:

* CIT.\} KEY WEST

* Country/State: |FLFLORIDA v

’ Z|p: 33040

I Next Ilhhnagelmaaea ‘ Receipts H SAVE || Cancel || Help |

3 Click Add This Entitlement.

COASTIE, JODY View: Traveler

TONO: 1217G96PRA4YV000 Setﬂemerlt ReqUESt

Type of order: | PCS | Covered from: 11212017 to: 21112017

Type of Settlement | Partial | Type of Partial: | Not a Partial v

Remit To Tranzactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
| Enroute PCS Travel v | <= Add This Entitlement
‘ Back || Next ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Mixed

Mode — PCS to a Ship (Chasing the Boat — Old PDS

to New PDS Ship Underway), Continued

Procedures,

continued

Step

Action

4

Enter the first leg of the itinerary to show the drive from the old PDS to the new
Homeport. Since the boat is underway, select LV-Leave for your Reason for Stop
since you didn’t fly out until the next day, then click Accept Leg.

COASTIE, JODY ) FPe——
TONO: 1217GIEPRA4YVO00 Itinerary

" Trans Duty Local? = Embark? Who Else Traveling
10z ‘ ‘ STENCET ‘ Reason ‘ Day ‘ e ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
. [85E3 Topeka, K& Shawnee | || Cis Locat he
01022017 j
Method of Transportation:
= ? [ Emoark Lodging Tax:
] buty Day [P - Private Auto v]
Lodging Type:

CQ - Comm'l Gtrs Incidental Expense Full hd

Arrival Location (click to edit)

Arrival Date: B304D Key West, FL, Monroe |
O1/312017_ [ ReasonforStop
I L\ - Leave vl Meals Type:
CM - Commercial Meals v Miles:

D Dty Day
__1 632

I Accept Leg I ‘ Cancel Changes

Since you cannot fly overseas from a Leave status, you must enter a leg to show a
change in status. The Departure and Arrival Dates must match. When finished,

click Accept Leg.

COASTIE, JODY 1 View: Traveler
TONO: 1217GI6PRA4YV000 Itlnerary
- Trans |Duty Local? g Embark? Who Else Traveling
pee =i Reason| Day | '°U | method|"°900| “peals AE% Lodging Taxes Miles
122017 DEF | 66653 Topeka, KS, Shawnes PA L
1312017 | ARR | 33040 Key West, FL, Monroe LV ca o]
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
... [33040 Key West, FL, Monroe ] [is Laeal LDP - Lodging Plus ™ 0
02012017 j
Method of Transportation:
: D Iz Embark Lodging Tax:
[ outy pay [CS - Change Status v]
Lodging Type: a
Arrival Location (click to edit) b
Arrival Date: [53040 Key West, FL. Monroe |
02012017 j Reason for Stop
[AT - Awaiting Transportation v Meals Type:
[ puty Day CM - Commercial Meals v Miles:
0
I Accept Leg I ‘ Cancel Changes

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued

Step Action
6 Enter the last leg to show your flight to Panama to meet the boat. Don’t forget to
check the Is Embark box. When finished, click Accept Leg.

COASTIE, JODY X ——
TONO: 1217GISPRA4YVO00 Itinerary

Trang | Duty 1oL Local? - Embark? Who Else Traveling

15 STEIET Reason | Day Method | 099118 | “picaie AE% Lodging Taxes Miles
11202017 DEP | 66633 Topeks, KS, Shawnee P& o
1/31/2017 | ARR | 33040 Key West, FL, Monroe AT Loe o]
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
s [35040 Key West, FL_Monroe ] I= Local v 0
omizmy j
Method of Transportation: .
= E‘ Iz Embark Lodging Tax:
Cloutypay ~ [TP-Gout. Proc. Plane v]
Lodging Type: o
Arrival Location (click to edit) he
Arrival Date: EANAMA. PANAMA CITY
CamiEDiT |4 Feason for Stop:
[MC - Mission Complete v] Mezls Type:
[ outy Day CM - Commercial Meals v Miles:
a

I Accept Leg I ‘ Cancel Changes

7 Review the itinerary, make changes if needed and then click Accept Changes.

COASTIE, JODY X S—
TONO: 1217GS6PRA4YV000 Itinerary

¥ Trans |Duty Local? __[Embark? Who Else Traveling
5o REcaty Reason | Day | '°" | Method |29 | “Meals AE% Lodging Taxes Miles
/22017 | DEP | 66683 Topeka, KS, Shawnee | PA | Edit |
13172017 | ARR | 33040 Key West, FL, Monroe LV ca o] 162 Insert
22017 |DEP | 33040 Key West FL Monme | CS Edit | g
21/2017 |ARR | 33040 Key West, FL, Menroe AT LDP o] o1 [insert
212017 | DEP | 33040 Key West, FL, Monroe | TP = Edit |
JMP017 | ARR PM, PANAMA CITY MC MLG o] o] Inzert
I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
8 The miles in the Constructed Itinerary will populate. Click Accept Changes.
View: T
COASTIE, JODY Enroute PCS Travel o e
TONO: [ 1217GI6PRAGYVO00 ] Proceed Date: 17222017
Number of Days: 3
Type of order: | PCS | End Date: 212017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: [Grealer than or equal to 24 hours /|
Depart Date | Amrive Date To Location Auth. Miles
122017 173172017 [ 33040 Key West, FLORIDA 1682
212017 27112017 |PANAMA CITY, .. 0
‘ Back ” Next | | Exceptions || Occasionals Accept Changes l Cancel H Help l

9 Click Calcs.

COASTIE, JODY em View: Traveler
TONO: 1217GI6PRA4YV000 Settl ent RequeSt
Type of order: | PCS | Covered from: 11212017 to: 2112017
Type of Settlement | Partial | Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1220 T7-2M2017 Validated Data Dielete) Cales | Comp
v]
‘ Back ‘ ‘ MNext ‘ ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS

to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
10 | The Daily Expenses breakdown should show that you were paid for your driving
days as well as your flying day. When finished reviewing, click Done.
COASTIE, JODY H View: Traveler
TONO: 1217GI6PRASYVO00 Da“y Expenses
Audit Remarks Done
Date 1'?;3’6 HLgi?e "A?bf Br | Ln | Dn | Lodg| Break| Lunch | Dinner | ncdt E""&'Em o=l '-“}’g;"g Taxable
027 | FP 0.00 | 14200 ( 0.00
0irza| FP 0.00 | 14200 ( 0.00
0128| FP 0.00 | 14200 ( 0.00
0130| FP 0.00 | 14200 ( 0.00
03| FRP 0.00 | 14200 ( 0.00
0201 | LDP (173.00| 99.00| CM | CM | CM | 0.0D Partial | Day | 7422 | 7425 | 0.00
Total | 78425 | 0.00
11 | Check the Computations tab for accuracy. Click Next.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YVO0D Setﬂement RequeSt
Type of order: | PCS | Covered from: 11212017 to: 212017
Type of Settlement | Partial ~| Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
= i Deductons
Memb/Emp PCS Per Diem TE84.25 -
Partial Payments
Memb/Emp MALT 319.58
Amount Payable
pavances
Method of Payment | ENEEIE T A - |
Due Employes
Apply Advances ‘ Split Payment 0.00
Computed Split 0.00
Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
| Back ‘ Next ‘ Manage Images | Receipts H SAVE H Cancel H Help |

Continued on next page




Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS

to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
12 | Enter the Line of Accounting (LOA), then click Next.

View: Traveler

‘ Back |I Next ” Manage Images ‘

COASTIE, JODY em
TONG: 1217GI6PRA4YV000 setﬂ ent ReqUESt
Type of order: | PCS | Covered from: 11212017 to: 2172017
Type of Settlement | Partial | Type of Partial:  Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
DbiCr Classification String Amount
Db 1217G96PRA4YWO00 2 P 501 285 21 0 RA 73040 2100 1,103.83
I AddModify Accounting I
‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

13

Make sure you designate in the remarks what actually happened, then click

Save.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 semement RequeSt
Type of order: | PCS ] Covered from: 1212017 to: 2112017
Type of Settlement  Partial v Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Voucher Remarks:
| drove from Topeka, KS to Key West, FL. Since the boat was
underway, | had to fly to Panama City, Panama to meet it.
Back Manage Images | | Receipts SAVE | Cancel | | Help |

Ensure you have all Airfare receipts, orders and any receipts over $75.00 scanned
and attached in the Manage Images section of TPAX.




Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway)

Introduction

This section shows how to account for a member who uses more than one

method of transportation to PCS Transfer. In this scenario, the old PDS
(boat) is underway in Cordova, AK. They need to fly to Seattle, then drive
to their new Homeport in Key West, FL. Then they will fly to meet the
new PDS that is underway in Panama City, Panama.

Procedures See below.
Step Action
1 | When chasing the boat, you must select Change of Homeport from the Type of
PCS drop-down.
LR Travel Order i
” Grade/Rank: " Order MNumber(s): * Typs of Order:
1217GEEPRASYVDOD PCS =
Description ‘What's Authorized Dependents Remarks
* Type of PCS | Change of Home Fort i |
Troane | T 7 —
|ssuing Organization |T5\4'|’4GEI |
Paying Organization [7e47400 | " Report Date _:]
Group Travel D
Funds [Coast Guard v
* Origin [68124 Seatile, WA, King |
* Destination [22040 Key West, FL, Morros |
o= =]

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
2 | Update your address to reflect your new home address at your new PDS. Then
click Next.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 settlement RequeSt
Type of order: | PCS | Coveredfrom: [ 172017 | to: [ 1/30/2017 |
Type of Settlement  Partial v Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: II1 234 BEACH STREET x l
Address 2: |

* City: |KEY WEST |

*Country/State: |FLFLORIDA v]

" zip: [0

Next Manage Images | Receipts “ SAVE || Cancel “ Help |

3 Click Add This Entitlement.

COASTIE, JODY

View: Traveler
TONQ: 1217GI5PRA4YVO00 Setﬂement ReqUESt
Type of order: | PCS | Covered from: 172017 to: 1/30/2017
Type of Settlement | Partial ~ Type of Partial: | Nota Partial “
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
| | Entitlement Type | Dates Encompassed | Status | | | |
| Enroute PCS Travel v | <= Add This Entitlement
| Back H Mext ‘ ‘ Manage Images ‘ | Receipts ‘ ‘ SAVE | ‘ Cancel | ‘ Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued

Step Action
4 | Enter the first leg of travel, don’t forget to check the Is Embark box since you’ll
be flying over the ocean. When finished, click Accept Leg.

COASTIE, JODY 1 View: Traveler
TONO: 1217GI6PRA4YVOOD Itlnerary
" Trans Duty Local? = Embark? Who Else Traveling
Loz ‘ ‘ STEICES ‘ Reason ‘ Day ‘ e ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Depariure Lecation (click to edit) Method of Reimbursement: Daily Ldg Cost
= EQSTM Cordova, AK ALASKA, \ald.. Iz Local LDP - Lodging Plus e 0
oorzeT _:]
Method of Transportation:
= El Iz Embark Lodging Tax:
MlDutyDay TP -Sout Proc. Plane v] S o
ging Type:
Arrival Location (click to edit) e
Armival Date: 5134 Seattle. WA King
0072017 j Reason for Stop:
[ AT - Awaiting Transportation M Meals Type:
[ puty Day CM - Commercial Meals v Miles:
0
I Accept Leg I ‘ Cancel Changes

5 | Now enter the next leg showing your drive from Seattle to your new PDS
Homeport. Then click Accept Leg.

COASTIE, JODY i View: Traveler
TONO: 1217GI6PRA4YVO0D Itlnerary
_ Trang |Duty Local? _ Embark? Who Else Traveling
I LEEiED Reason| Day | '°- |Method|°%9"9| Meals AE% Lodging Taxes Miles
v -
im0 \oep | e area | T2 | ¥ S T
- 98134 Seattle, WA, King LDP
Departure Date Departure Location [cl.lck to edit) Method of Reimbursement: Daily Ldg Cost
... [B8134 Seattle. WA King [is Local >
01072017 j
Method of Transportation: [ Lodging Tax:
[outypay | PA- Private Auto ~| e
ging Type:
7eal Location (ghick o od) CQ - Comm'l Qtrs Incidental Expense Full hd
Arrival Date: B304D Key West, FL, Monroe |
22017 j Resason for Stop:
[Lv- Leave ~] Meals Type:  M&IE: 69.00
[ Duty Day CM - Commercial Mesls v Miles:
I Accept Leg I ‘ Cancel Changes

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
6 | Since you cannot fly overseas from a Leave status, you must enter a leg to show a

change in status. The Departure and Arrival Dates must match. When finished,
click Accept Leg.

View: Traveler

COASTIE, JODY
[TONO: 1217G96PRA4YV000 Itinerary
Trans | Duty Local? Embark? ‘Who Else Traveling
i et Reason| Day | '°" [Method|"°%9"™| “Meals | AE% Lodging Taxes Miles
99574 Cordova, AK, Valdez-
172017 | DEP ™ |
Cordova Census Area o
172017 | ARR 95134 Sesttle, WA, King AT LDP [0 ][00 J[ooo ][0 ]
1712017 |DEP| 98134 Seattle, WA, King PA
172272017 |ARR | 33040 Key West, FL, Monroe Lv ca [0 ][00 ][o00 3486
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
. [B3040 Key West. FL, Monroe ] 1| Cis Local LDP - Lodging Plus v 0
I = R
el of Transportation -
[1s Embark Lodging Tax:
[(outypay  [CS-Change Status v o 3
ging Type:

Armival Location (click to edit)

Arrival Date: 3040 Key West. FL. Monroe
G {8 Ressonfor Sop
v| Meals Type:

| AT - Awaiting Transportation
CM - Commercial Meals v Miles:

O Duty Day

I Accept Leg I | Cancel Changes |

Finally, add your last leg of travel to show your flight to the new boat. Don’t
forget to check the Is Embark box, then click Accept Leg.

[COASTIE, JODY z View:  Traveler
[TONO: 1217G96PRA4YVO00 Itinerary
Trans | Duty Local? Embark? Who Else Traveling
e LD Day | '°' |Method| "°¥™| “meais |  AE% Lodging Taxes Miles
99574 Cordova, AK, Valdez-
172017 | DEP ™ 4
Cordova Census Area v
172017 [ARR 98134 Seattle, WA, King AT LDP o J[oo0 J[ooo [0 ]
172017 |DEP| 98134 Seattle, WA, King PA
172272017 |ARR | 33040 Key West, FL. Monroe v ca o ][Coo00 J[oo0 J[=aee]
1232017 |DEP| 33040 Key West, FL, Monroe | GS
1232017 |ARR | 33040 Key West FL Monroe | AT LDP I e e e |
Departure Location (click to edit Method of Reimbursement i
Departure Date s o ) Daily Ldg Cost
... [B3040 Key West. FL Monroe ] Is Local e 0
23017
Method of Transportation: IEIs_rkl Lodging Tax:
Clouypsy  [TP-Govt Proc. Plene v] osaing T I
ing Type:
Aurival Location {click to edit) V
Arrival Date: [PM_PANAMA CITY ]
(o207 [ Remsonfor Sy
[MC - Mission Complete v] Meals Type:  M&IE: 99.00
[ outy Day CM - Commecial Meals ! || miles
0
I Accept Leg I ‘ Cancel Changes |

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued

Step Action
8 | Review the itinerary, make changes if needed and then click Accept Changes.
COASTIE, JODY s View:  Traveler
TONO: 1217GIEPRA4YVDO0 Itinerary
) Trans |Duty Local? . [Embark? Who Else Traveling
25 ST Reason | Day | '°L |Method| 2988 | “ycaie AE% Lodging Taxes Miles
99574 Cordova, AK. Valdez-
1712017 | DEP P | ¥ Edit
1R01T |ARR|  SoowsCensushes | a7 0P S e o | Y (=
17/2017 |DEP| 88134 Seattle, WA, King PA Edit |5
1222017 |ARR | 33040 Key West, FL, Monroe LV ca o] Insert
1232017 |DEP| 33040 Key West, FL, Monroe | CS Edit |5
1232017 |ARR | 33040 Key West, FL. Menroe AT LDP (| o] finsent
1232017 |DEP | 33040 Key West, FL, Monroe | TP - Edit |
1232017 |ARR PM, PANAMA CITY MC NLG [0 ][ooo [ ooo [0 | fnsert|™®
I Accept Changes l ‘ Cancel Changes ‘ ‘ Help

The miles in the Constructed Itinerary will populate. Click Next.

View: Traveler

COASTIE, JoDY Enroute PCS Travel

| Proceed Date; 1772017

Number of Days: 24
Type of order: | PCS | End Date:  1/302017

TONO: [ 1217G96PRA4YVDDO

What's Authorized tinerary Constructed ltinerary Reimbursables

Duration of travel: |Greater than or equal to 24 hours W

Depart Date | Armrive Date To Location Auth. Miles | Mem GTR |Const. Dep. Date | Const. Arr. Date
172017 172017 | 58134 Seattle, WASHINGTON 0 0.00
1F2017 172372017 | 33040 Key West, FLORIDA 3456 0.00
1232017 1232017 | PANAMA CITY, .. 0 0.00

Recalculate Dates

Exceptions

[ o [ e

‘ Occasionals

| Accept Changes

‘ Cancel H Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
10 | Add your Reimbursable Expenses, then click Accept Changes.
View:  Traveler
[COASTIE, JOOY Enroute PCS Travel
= 1AR0T
TONO: [ 1217G96PRAAYVO00D | Proceed Date:
Number of Days: 24
Type of order: | PCS | End Date:  1/302017
What's Authorized Itinerary Constructed ltinerary Reimbursables
Date Description Claimed

17017 AIRFARE-TRAIN-BUS EXPENSE 250.00

172017 SATO-CTO-TMC S\C PROC FEE 22.00

172017 AIRFARE-TRAIN-BUS EXPENSE 308.00

Add | Edit Trip Expenses
Back E tions (o] Accept Changes Cancel Help
11 | Click Calcs.
COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement ReqUESt
Type of order: | PCS | Covered from: 1712017 to: 1/30/2017
Type of Settlement | Pariial | Type of Partial: |Nota Partial w
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Trawvel TR0 T-42302017 Validated Data Delete §Cales fComp
v]

‘ Back H Next ‘ ‘ Manage Images ‘ Receipts ‘ | SAVE | ‘ Cancel ‘ | Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued

Step Action
12 | The Daily Expenses breakdown should show that you were paid for your driving
days as well as your flying day. When finished reviewing, click Done.

COASTIE, JODY i View: Traveler
TONO: 1217GI6PRA4YV000 Daily Expenses

Audit Remarks Done

Date T[;‘;’fe RL;"—'E "ir:"‘;,f's Br | Ln | On |Lodg | 8reak| Lunch | Dinner | Incati Ahr:gfm Am '-".?g;"ﬂ Taxable
13| FP 00D | 14200 | 0.00
0ir4| FP 000 | 14200 | 0.00
0irs| FP 000 | 14200 | 0.00
0irs| FP 000 | 14200 | 0.00
0iAT| FP 000 | 14200 | 0.00
01ns| FR 00D | 14200 | 0.00
oirg| FP 000 | 14200 | 0.00
0120| FR 000 | 14200 000
0121| FR 000 | 14200 | 0.00
2| FR 000 | 14200 000
01723| LOP [ 173.00] 29.00 | cm|cm| oM .oo Partisl | Day | 7425 | 7425 | 0.00

Total |149425| 0.00

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
13 | Check the Computations tab for accuracy. Click Next.
COASTIE, JODY Traveler
TONO: 121 7GIEPRA4YVO00 Setﬂement ReqUESt
Type of order: | PCS | Covered from: 1712017 to: 173072017
Type of Settlement | Partial ~| Type of Partial: | Mot a Partial “
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
EE TTzE Deductions .00
Memb/Emp PCS Per Diem 1,404 25 .
: Partial Payments
Memb/Emp Transportation 530.00
Memb/Emp MALT 56234 Amount Payable
Advances 0.00
Method of Payment| Direct Deposit b
Due Employee
Split Payment 0.00
Apply Advances | Computed Split 0.00

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

Back ‘I Next I ‘ Manage Images

‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page




Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to Homeport to New PDS Underway), Continued

Procedures,
continued
Step Action
14 | Enter the Line of Accounting, then click Next.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVO0D Settlement ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Pariial ~ Type of Partial: | Not a Partial £
Remit To Transactions Entitlements Computations Financial Remarks
Db/Cr Classification String Amount
Db 1217GIEPRA4 000 2 P 501 299 21 O RA 73040 2100 2,736.59
AddModify Accounting
‘ Back ‘I Next I ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘

15

Make sure you designate in the remarks what actually happened, then click Save.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 Settlement RequeSt

Type of order: | PCS | Covered from: 17712017 to: 1/30/2017
Type of Settlement  Partial V| Type of Partial: ' Not a Partial WV,
Remit To Transactions Entitl t: Computati Fi Remarks

Voucher Remarks: -
II flew from my current boat in Cordova, AK to Seattle, WA. Then |

drove to my new PDS Homeport in Key West, FL. Then | flew to meet
my new boat in Panama City, Panama.

Back | Manage Images | Receipts | SAVE | Cancel ” Help |

Ensure you have all Airfare receipts, orders and any receipts over $75.00 scanned
and attached in the Manage Images section of TPAX.




PCS - Boot Camp to “A” School

Introduction This section shows how to account for a member who is going from Boot
Camp to “A” School.
Procedures See below.
Step Action
1 Make sure you select Boot Camp to “A” School from the Type of PCS drop-
down.
PENGUIN, PETER Travel Order View: Traveler
" Grade/Rank: " Order Mumber(z): * Typs of Order:
1217G8515TDTY000 FCs e
Description  ‘What's Authorized Remarks
* Type of PCS | Boot Camp to A’ Schoal e |
. veeows  [my @
Trip Mame: | |
N —
Issuing Crganization | 7847400 |
Paying Organization |75\4?4GE| | * Report Date _3]
Group Travel |:|
Funds [Coast Guard ~]
* Origin [D53204 Cape May, NJ. Cape May ]
* Destination [F3650 Yorkdown, VA,_Tork ]
= = ][ =]

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step

Action

2

Notice all entitlements on the What’s Authorized tab are greyed out. There are no
entitlements.

PENGUIN, PETER Travel Order View: Traveler
" Grads/Rank: " Order Mumber(s): * Type of Order.
E2 d 1217GE515TDTY000 PCS e
Drescription What's Authorized Remarks
Ship POY TLE Emergency TLE
DLa Mane s Procesed Time |:| Separate COT Travel
Housshold Goods MNone v
‘ Back ‘ ‘ Next ‘ Save ‘ ‘ Cancel ‘ ‘ Help ‘
3 Update your new address at “A School. Then click Next.
PENGUIN, PETER View: Traveler
TONO: 1217G851STDTY000 setuement Request
Type of order: | PCS | Covered from: 112712017 to: 21112017
Type of Settlement  Partial V| Type of Partial:  Not a Partial v
Remit To Transactions Entitiements Computations Financial Remarks
* Address 1- [ U.S. COAST GUARD TRAINING CENTER
Address 2:
* City: [YORKTOAN
*Country/State: |A VIRGINIA v
T =
I Next I l Manage Images | Receipts l SAVE I l Cancel ‘ ‘ Help |

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued
Step Action
4 Click Add This Entitlement.
PENGUIN, PETER View: Traveler
TONO: 1217G851 STDTY000 Settlement ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Partisl | Type of Partial: | Not a Partial v
Remit To Transactions Entrllemerlls1 Computations Financial Remarks

Effective Date: [1272017

Travel Not Performed. [

| Enroute PCS Travel W | <= Add This Entitiement
‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

‘ Back H Mext ‘ ‘ Manage Images ‘

Check the Owner operator of POV box, leave the number of cars authorized

as one, select the member and then click Next.
PENGUIN, PETER Enroute PCS Travel ViewsTraveter

Proceed Date: 12772017
Number of Days: 6

TONO: |__1217G851STDTY000 |

Type of order: I PCS I End Date: 2172017
What's Authorized Itinerary Reimbursables
M Owner operator of POV CINo Number of cars authorized D
MALT
Who Being Paid
PETER (Member)

Accept Changes Cancel Help

Next

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step Action
6 Enter in the Itinerary. Members can either drive (if someone brought them their
vehicle) or fly to get to “A” school. When finished, click Accept Leg.

PENGUIN, PETER : —
TONO: 1217G851STDTY000 Itinerary

D " Trans Duty Local? Lodgi Embark? Who Else Traveling
“L ‘M‘M‘IDL‘W‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Date Depariure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[08204 Cape May, NJ,_ Cape May iz Lacat v 0
012712017 ﬁ]
Method of Transportation: =
- = [ Embark Lodging Tax:
WIDuty Day [PA - Private Auto ~|
Lodging Type: o
Agrival Location (click to edit) A
Arrival Date: [Yorkiown CG Reserve Tma Cntr. /...
02012017 z] Reason for Stop:
[MC - Missien Complete M Mesals Type:
[ buty Day CM - Commercial Meals ~ Miles:
203
I Accept Leg I ‘ Cancel Changes

7 Once you have input the itinerary and reimbursable expenses, check the
Computations tab. Click Next.

PENGUIN, PETER View: Traveler
TONO: 12176851 STOTYO00 Settlement ReqUESt

Type of order: | PCS | Covered from: 12712017 to: 2172017
Type of Settlement | Parial ~ Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
L= jlots] Deductions 0.00
Memb/Emp PCS Per Diem 142.00 -
Partial Payments
Memb/Emp MALT 3857
Amount Payable
Advances 0.00
Method of Payment | EIEEINE I - |
Due Employes
Apply Advances ‘ Split Payment 0.00
Computed Split 0.00

Enter amount in Split Payment field to pay
GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Back |I Mext I| Manage Images ‘ Receipts H SAVE H Cancel H Help |

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued
Step Action
8 Input your Line of Accounting, Upload Images and Save your claim.
PENGUIN, PETER semement Request View: Traveler

TONO: 12176851 STOTYO00

Type of order: | PCS | Covered from: 12772017 to: 2172017
Type of Settlement | Parial ~ Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computati Fi ial Remarks
DbvCr Classification String Amount
Db 1217GB51STDTYD00 2 P 501 299 21 O RA 75045 2104 180.57

I AddModify Accounting I

‘ Back H MNext ‘Ihlanage Imagesl ‘ Receipts |I SAVE I| Cancel H Help |




PCS — Separation/Retirement

Information

Timeframe

Separation and Retirement PCS claims must be mailed via 1st Class Mail
to PPC for manual processing. This is because the effective date of the
orders will be after the member leaves the CG unit and will no longer have
access to TPAX.

Note: PPC cannot process separation/retirement claims until the
effective date of separation regardless of when the member traveled.

When separating, a member has 180 days to elect to relocate to their Home
of Record/Home of Selection.

Members that retire have one year to elect to relocate to their Home of
Record/Home of Selection.




PCS with TDY Enroute (TEMDU)

Introduction This section shows how to account for a member who performed

Temporary Duty enroute from their old PDS to their new PDS. For the
purposes of this example the TDY TONO and TPAX Claim were created
first. We will focus on the PCS claim with the TDY already created.

Procedures See below.
Step Action
1 TPAX will inform you that the PCS TONO may conflict with the TDY TONO.

Click OK in order to save the newly created settlement.

Message from webpage

4% This order may overlap with order(s): 1117G85A5PMMO000

Do you want to save anyway?

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
2 Input your home address at your new PDS. Then click Next.
COASTIE, JODY View: Traveler
TONO: 1217GE6PRAY4VO00 Setﬂemerlt ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial | Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1- 1234 ICEBREAKER LANE
Address 2:
* City: |PORTSMOUTH
*Country/State: |4 VIRGINIA |
' Zip: [23703
I Next I ‘ Manage Images ‘ | Receipts H SAVE H Cancel H Help |
3 Any Advances entered would display here. Click Next.
COASTIE, JODY View: Traveler
TONO: 1217GEEPRAY4VO00 Settlement ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial ~| Type of Partial: | Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type
Back | Next I Manage Images

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
4 Click Add This Entitlement.
COASTIE, JODY em View: Traveler
TONC: 1217GEEPRAY4V000 settl ent RequeSt
Type of order: | PCS | Covered from: 11202017 to: 21/2017
Type of Settlement | Partial | Type of Partial: | Mot a Partial v
Remit To Transactions Entrtlements Computations Financial Remarks
Travel Not Performed [ Effective Date:
| Enroute PCS Travel b | <= Add This Entitlement
| Back H Next ‘ | Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘

5 Check the Owner operator of POV box, leave the number of cars authorized
as one, select the member and then click Next.

et Enroute PCS Travel fiews Traveler
- [12eo7
TONO: [ 1217GBGPRAYAVODD | Proceed Date:
Number of Days: El
Type of order. | PCS | End Date: 212017
What's Authorized Itinerary Reimbursables
W] Owner operator of POV [Ne Number of cars authorized
MALT
Who Being Paid
JODY (Member)

Next Accept Changes Cancel Help

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
6 Select Greater than or equal to 24 hours from the Duration of Travel drop-
down.
View: Traveler
HENE L Enroute PCS Travel -
TONO: [ 1217GB6PRAYAVO00 ] Proceed Date: 122017
Number of Days: 31
Type of order: | PCS ] End Date: 2112017
What's Authorized Itinerary Reimbursables
Duration of travel:
Greater than or equal to 24 hours
2 Location | piae m IDL | pethog | Lod@ing Meals AE% ﬂ’é’,?;”‘%::’.‘:"‘ Miles
Back Next Accept Changes Cancel Help

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued

Step Action

7 BEFORE YOU ENTER THE PCS ITINERARY SCREEN: Ensure your dates
of departure and arrival are correct and authorized by your orders. In this
Scenario, the TDY TONO was already entered. DO NOT include the TDY travel
dates in the Itinerary. This screenshot is the TDY trip that was previously entered.
DO NOT INCLUDE THIS TRAVEL IN YOUR PCS CLAIM.

COASTIE, JODY i View: Traveler
TONO: 1117G35A SPMMO00D Itlnerary
. Trang | Duty Local? ~ .
Date Location R Day 1oL Method Lodging | Meals AE% Lodging Taxes Miles
20552 US Coast Guard, DG, Dist 7
" 1 )
UE‘I:DW DEP of Columbia ) Cs ca oM Edit Del
1/92017 | ARR | 20593 US Coast Guard, DC, Dist | TD | LoP I e I = I Insert
of Columbia
20593 US Coast Guard, DC, Dist
1142017 | DEP of Columbia C5 Edit Del
1/14/2017 |ARR | 20591 Washington, DC, Dist of MC NLG o] o] Insert
Columbia
Accept Changes | ‘ Cancel Changes ‘ Help

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued

Step Action

8 This screenshot is the PCS trip that DOES NOT include the TDY travel.

If your itinerary is correct, click Accept Changes.

s Enroute PCS Travel fiews Traveler

Proceed Date: 1/22017

TONO: [ 1217G96PRA4YVO0D |
Number of Days: 31

Type of order: | PCS | End Date: 2172017

What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel: [Greater than or equal to 24 hours V|

Embark? Who Else Traveling

Trans Local?
Date Location mw“mw‘m AE% Lodging Taxes Miles

Topeka, KANSAS v,
V22017 | DEP | 5agnu sorsmouth PA
2172017 | ARR VIRGINIA MC NLG [0 J[ o000 J[ 000 [ 1224 ]

Add [ Edit Trip ltinerary

0 i Accept Changes Cancel Help

Note: The Departure Date is prior to the TDY and it matches your
departure date from your old PDS.

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
9 Go to the Computations tab and check your calculations for accuracy. Click Next.
COASTIE, JODY View: Traveler
TONO: 1217G86PRAY4V000 Settlement ReqUESt
Type of order: | PCS | Covered from: /212017 to: 20172017
Type of Settlement | Partial “| Type of Partial: | Mota Partial 4
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
S = Deductons
MembB/Emp PCS Per Diem £88.00 .
Partial Payments
Memb/Emp MALT 232.56
Amount Payable
Advances 0.00
Method of Payment | EIEEIEE T G - |
Due Employes
Apply Advances ‘ Split Payment 0.0o
Computed Split 0.00
Enter amount in Split Fayment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
‘ Back ‘I Mext I | Manage Images ‘ ‘ Receipts | ‘ SAVE ‘ | Cancel ‘ ‘ Help |

10

Click Add/Modify Accounting to add your Line of Accounting, then click Next.

COASTIE, JODY View: Traveler|
TONO: 1217G86PRAY4V000 setuement RequeSt
Type of order: | PCS | Coveredfrom: [ 122017 | to: [ 212017 |
Type of Settlement  Partial V| Type of Partial: Nota Partial v
Remit To Transactions Entitl Comp Financial Remarks
Db/Cr Classification String Amount
Db 1217G86PRAY4V000 2 P 501 299 21 0 RA 78040 2100 800.56
- Add/Modify Accounting
Back I Next I Manage Images | Receipts l SAVE I | Cancel I | Help I

Continued on next page




PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
11 | Enter your Voucher Remarks. Make sure to include your TDY TONO. When

finished click Save.

COASTIE, JODY View: Traveler
TONO: 1217G86PRAY4V000 setuement RequeSt
Type of order: | PCS | Coveredfrom: [ 122017 | to: [ 2112017 |
Type of Settlement  Partial Vv Type of Partial: 'Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

Voucher Remarks:

TDY TONO 1117G85ASPMMO0000 was used in conjuncture with this
PCS.

][] [ [ oo ][

Ensure you have all orders and any receipts over $75.00 scanned and attached in
the Manage Images section of TPAX.

12

After attaching your images to your claims, release them to the Authorizing
Official by selecting the claims and clicking the Release for Approval button.

COASTIE, JODY T-PAX Inbox View:
[Reservations] [Regulations] [Currency]
Profile and History » Create New» Tools» Help » Logout
Typeof | Start | End Auth. Status Request
TONO mopest | Bate | oate |Category| Createay | St | status| S2 | origin | Arive At REES! | amount
Entered 23704
v 1217G86PRAY4VD00 Setiement |1/22017| 2112017 pes | COASTIE, JODY into | 21172017 | Traveler | Portsmouth, | 1100217737 | S800,58
T-PAX VA (est)
Entered Kansas City
7| 1117GASASPMMO000 Settiement | 1/82017 [ 1/142017] Nommai | COASTEE. JODY ito | 21172017 | Traveler| Intl Airport, | 1100217736 | S70%.87
T-PAX MO (est)
Release for Approval I l Print i M | Delete | | Help I




Travel Time Less Than Authorized

Introduction This section shows how to account for a member using less travel time

Procedures

than authorized. This member was authorized leave but at the last minute
chose not to take it and drove straight through.

See below.

Step

Action

1

When entering the Itinerary, enter each leg as it actually occurred. When
finished, click Accept Leg.

COASTIE, JODY ) S
TOMNO: 1217GI6PRA4YVO00 Itinerary

- Trans Duty Local? = Embark? Who Else Traveling
Date ‘ ‘ Location ‘ Reason ‘ Day ‘ ot ‘ Method ‘ Lodging Meals AE% Lodging Taxes Miles ‘ ‘
Departure Locati lick to edit) Method of Reimbu nt: i
Departure Date parture Location (click to edit ethod of Reimburseme Daily Ldg Cost
. [33131 Miami, FL, Mizmi-Dade [ie Local e B
010172017 |
Method of Transportation
; P [1s Embark Lodging Tax
¥ Duty Day [PA - Private Auto ~
Lodging Type: B
Arrival Location (click to edit) e
Arrival Date: {4501 Alameda. CA, Alameda
0105207 s Reason for Stop:
[MC - Mission Complete ~] Mezls Type:
D Duty Day CM - Commercial Meals (™) Miles:
3100
I Accept Leg I ‘ Cancel Changes

This member was authorized 9 days of travel based on the amount of miles
driven (see chart on Overview page), but only took 5. Click Accept Changes.

COASTIE, JODY q View:  Traveler
TONO: 1217GI6PRA4YV00 Itinerary
" Trans | Duty Local? = Embark? ‘Wheo Else Traveling
Date Location Reason| Day | '°- |Method | %979 | “Meals AE% Lodging Taxes Miles
1112017 |DEP | 33131 Miami, FL, Miami-Dade | PA | & Edit |
1/5/2017 | ARR | 94501 Alameds, CA, Alameda MC NLG [0 [ooo o000 Jf 3100 Insert
I Accept Changes I ‘ Cancel Changes ‘ Help ‘

Continued on next page



Travel Time Less Than Authorized, continued

Procedures,
continued
Step Action
3 To see how many days the member is actually getting paid, click Calcs.
COASTIE, JODY View: Traveler
TONO: 1217GI6PRA4YVODD Settlement ReqUESt
Type of order: | PCS | coveredfrom: [ 1AMROI7T | +to- [ 1232017 |
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AM20M7-1452017 alidated Data Deletef Calcs] Comp
v]
Back || Next ‘ | Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘

Although member was authorized 9 days to travel, the member only took 5
days to drive so that is all the member is going to get reimbursed for. Click
Done.

ICOASTIE, JODY H View: Traveler
TONO: 1217GIEPRA4YVI00 Daily Expenses

Audit Remarks Done

Date | D3V | Lo |MEIE| o 1) ol | odg | Bresk | Lunch | Dinner | Incan | MBIE | Total jlodging | e

Type |Rate| Rate

01m1| FP 000 | 14200 | 0.00
oimz| FP 000 | 14200 000
01/03| FP 000 | 14200 | D.00
01/m4| FP 000 | 14200 0.00
01ms| FP D00 | 14200 | D.00

Total | 710,00 ( 0.00




